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Foreword / 

The Computerized Task Inventory (COMTASK) Project at 
The University of Tennessee is designed to take advantage of 
advances in computer databases, the need for current job 
analysis information, and the ease of retrieving Information 
with a computer. As part of COMTASK, a job analysis 
database has been designed to build upon existing job 
analysis procedures and information. 

As a job changes, tasks and equipment that are part of 
the job's requirements may also change. Similarly, skills 
acquired by people working at that job also change. Thus, 
the COMTASlf database is designed to allow job infornation to 
be modified t'o reflect these changes in tasks, equipment, or 
workers' characteristics. 

The COMTASK Project staff worked on three related 
activities: the development of a database and the 
generation of two accompanying documents. The computer 
program to access the database was designed so information 
could be retrieved and so new information could be added or 
existing Information could be modified. 

This document, the User's Guide , explains how to access 
^the database to retrieve, add, or modify information. A 
related document, Procedures for Conducting a Job Analysis; 
A Manual for the COMTASK Database , describes how a job 
analysis should be conducted, and how the information should 
be structured for entry into the database. The manual is 
designed to be used, by those who want to conduct job 
analyses. It contains the COMTASK process for gathering job 
Information and the guidelines to be used for gathering 
current information about jobs. 

Every attempt has been made to make the procedures for 
using the computer software both understandable and easy to 
follow; This User' s Guide is labeled as a "Draft" for two 
reasons: (I) at the time it was completed some aspects of 
the program were still being written and (2) while the 
User's Guide has been used and tested by COMTASK staff 
members, it has not been used by non-staff members. 
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ABSTRACT 



" \e COMTAgK^.User.' s Gujde provides complete directions for 
searching the Computer i'zed: Task Inventory (COMTASK) database or for 
adding information to the database. The COMTASK database contains 
information about Jobs. For each job listed in the database, the 
following information is available: (a) job title and description, 
(b) D.O.T. name, number, and description, (c) CIP name, number, and 
description, (d) list of duties, (e) list of tasks, (f) list of 
equipment, and (g) demographic information about workers surveyed 
and the companies where they work. Some of the chapters describe 
how to "begin or end your computer connection; how to search the 
database; how to add to or modify information in the database; and 
how to resolve some difficulties you might encounter. An outline 
of the strategy for using the computer is included as are copies of 
over 70 computer screen displays . 
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\ CHAPTER I 

INTRODUCTION ^ 

The COMTASK User's Guide is designed to help you get 
information from the COMTASK database. The COMTASK database 
contains information about jobs, and the duties, tasks,' and . « 
equipment needed to perform each job. The User ' s Guide is 
divided Into eight major chapters. This first chapter describes 
the guide, its purpose, and the updating procedures. Chapter two 
is titled "A Brief-Look at COMTASK^" and provides a history and 
description of COMTASK, covers the types of information currently 
available from COMTASK, and indicates of future directions that _ 
COMTASK will take with a brief description of the type of 
Information needed to make COMTASK a viable i^nd useful database. 

The third chapter of this User's Guide -ontains the steps to 
be taken to begin or end a search or other /.omputer connection 
with COMTASK. The guide also contains d 1 rec t ions for changing 
your password. 

The fourth chapter is the most detailed part of the COMTASK 
User' s Guide . In this chapter are found directipns for 
conducting a search. Examples of several of the menus are 
displayed, with detailed explanations of alternatives. 

Chapter five describes the procedures for adding information 
to the COMTASK database. Information that can be added includes 
a job inventory and the results from administering the inventory 
to a rroup of workers. 

Chapters three, four,, and five illustrate some of the menus 
displayed on the computer screen encountered when you are using 
COMTASK. For each menu there is a "HELP" menu to f u r t he r exp 1 a i n 
the menu. Chapt'er six explains how to access these "HELP" 
menus. 

The results of your' search can be seen In several different 
ways: (a) view It on the screen of your terminal; (b) print it 
directly at your location; or (c) have the results printed at 
COMTASK a:d mailed to you. The way for you to get each of these 
is explaired In Chapter seven. 
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The last chapter Chapter eight — is one you should 
seldom need. It covers some of the problems you might encounter 
because of a COMTASK system problem, a telecommunications 
problem, or some other difficulty* 



Purpose 

^_ The COMTASK User^s Guide Is designed to provide complete 
dirrcMons to enable a search of the COMTASK database or to add 
information to COMTASK. Both the COMTASK database and this guide 
have been developed so that a person dpes not have to be an 
expert at using a comput-er database. As you become more 
experienced at searching. COMTASK you can take /iiome shortcuts. 
The purpose of the guide is to explain how to search COMTASK 
either with or without the shortcuts. 



Updating Procedures 

As 'the COMTASK system evolves and more capabilities are 
added, the COMTASK User's Guide will have to be updated. These 
updates will cover explanations of new procedures and revisions 
of existing ones. Availability of updates to the COMTASK User's 
Guide will be announced in the COMTASK Database Bulletin Board. 
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rj-^' . CHAPTER II 

A BRJEF LOSK AT COMTASK 

* • 

COMTASK; Its History gnd Purpose ^ 

* On July 1, 1983, the, Office of Vocational and Adult 
Education, U.S. Department of Education, funded a set of three 
projects at the Un iver s i ty" of Tennessee-Knoxvi 1 le . bne of these 
projects was COMTASK. > 

The purpose^of COMTASK was to develop procedures fdr 
gathering Current information about jobs and entering that 
information into a computer database.- The information in the 
database would be able to be retrieved and could be updated. The 
specific objectives of COMTASK were: 

r 

• To provide a basis for up-to-date information about jobs 

• To devise a system that will permit input into COMTASK 

• To devise a system that Includes a quality cpntrol 
function and whl ch " pe rmi t s the updating of job analyses 
entered into COMTASK 

• TQ.'/evise a system that includes an analysis of the basic 
■ tasks required to perform jobs 

A group of eleven people representing five different areas 
provided advice on the design of COMTASK. Members of this group 
were selected from throughout the United States and were chosen 
to represent teacher educators, industrial trainers, curriculum 
developers, commercial publishers, and school personnel. The 
group was asked to identify possible users and uses of COMTASK 
and to discuss the input/output formats and types of data that 
should be collected about each job. Much of what COMTASK has 
done is based on the advice of this group. 

The guidelines for gathering current information about 
jobs are contained in a companion publication. Procedures for 
Conducting a Job Analysis; A Manual for the COMTASK Database. 
The method for gathering information about jobs is called the 
COMTASK Process. The COMTASK Process, as described in the 
manual, incorporates several techniques to gather and analyze job 
information. Methods used by a variety of organizations were 
compiled into the COMTASK Process. These organizations included 
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Develop A CurriculUM (DACUM), Vocat ional -Technical -Educat Ion 
Consortium of States (V-TECS), American Telephone and Telegraph 
(AT&T), Tennessee Valley Authority (TVA), and several branches of 
♦■he military. 

The COMTASK process begins with the selection of a job title 
and proceeds through a series of 22 steps. The steps consist of 
questions and activities in which job/ task statements and other 
necessary data are generated. Ea^h step requires you to take 
some action. Some steps also require a decision. These data are 
used to develop questionnaires which are administered to people 
with that job title. Responses are entered and stored in the 
COMTASK computerized database. 

If people are to use the information from the database, they 
must be able to retrieve it in a form that suits their needs. 
For this reason, this COMTASK User's Guide has been developed. 
While efforts were to design a "user-friendly" database, the 
guide can help a person organize a search and become familiar 
with some of the information needed to conduct that search. 



Information Available 

The COMTASK database contains information about jobs. For 
each job that is listed in the database the following information 
is available: 

• Job title and description 

• D.O.T. name, number, and description 

• CIP name, number, and description 
•Dutylist 

• Task list 

• Equipment list 



Demographic Information about workers surveyed and the 
companies where they work 



This list provides the barest outline of the information 
available. (D.O.T. and CIP information does not always exist, 
particularly for newly created jobs.) It is possible to restrict 
your search to only one of the above items or to expand your 
search to include combinations of items. Often it is possible to 
get comprehensive lists for more than one Job. 



4 



ERIC 



14 



Perhaps one can get a better idea of the types of 
information that can be retrieved from COMTASK by studying a few 
examples. In the next several pages are four scenarios. Each 
scenario begins with a description of a problem that might be 
brought to COMTASK. Following each problem is a solution that 
describes the type of COMTASK search that might be conducted and 
the nature of the information that could be obtained. Keep in 
mind that these are hypothetical scenarios. They address 
questions that the database can currently answer, and some that 
it ha? the potential to answer. 



Scenario 1 
Problem: 

The management of a major farm machinery plant wishes 
to automate its design and manufacturing operations by 
installing a Computer Assisted Design/Computer Assisted 
Manufacturing (CAD/CAM) system. The management is concerned 
about retraining present employees to operate the new system 
and wants to know what additional tasks they will have to 
perform. 



Solut ion : 



A COMTASK search is conducted. A job/task inventory 
for CAD/CAM operators is located. The inventory in.cludes a 
list of duries and tasks performed by CAD/CAM operators. 
The computer compares this list of tasks with the tasks 
performed by current employees to get a lis^ of the new 
tasks that will be needed. A list of equi^pment is also 
provided as well as the percentage of people surveyed who 
use each piece of equipment, and the percentage of people 
who perform each task. 

The training division of the plant is now able to 
develop a training program based on information received, 
from COMTASK. The trainers can analyze the new duties and 
tasks needed and determine the type and length of training 
period necessary to retrain present employees for the 
CAD/CAM system. , 



Scenario 2 



Problem: 



Office automation systcras are dramatically changing the 
office environment and, consequently, the skills needed by 
office workers. The business education curriculum committee 



at a community college wishes to redesign the curriculum for 
business education training* 

Solution: 

COMTASK is searched to determine the available list of 
duties, tasks, and equipment associated with automated 
offices* The curriculum committee is able to design new 
course offerings based on updated information of required 
tasks and equipment in this area* 



Scenario 3 
Problem: 

A company has experienced many changes in jobs and the 
nature of certain jobs because of recent technological 
advances. The company's personnel department believes that 
job descriptions and performance standards for many 
positions should be revised and is willing to invest time 
and resources to conduct a job analysis of certain jobs. 

Solution: 

COj^TASK is searched to see if any job analyses 
information are available for the jobs in question. Those 
available are used as a basis for the personnel department 
to conduct a job analysis. The results of this job analysis 
are entered into COMTASK as an update of a previous 
analysis. Job analyses are also conducted for those jobs 
that were not in COMTASK. Because the personnel department 
staff followed the procedures outlined in the COMTASK 
Manual , they were able to enter these results into COMTASK 
as new Information. Once all the job*analyses were added to 
COMTASK, the peraonnel department retrieved the data in a 
form that helped them revise the job descriptions. 



Scenario 4 
Problem: 

A publisher's researchers find a need to develop a 
mathematics book for persons working in CAD/CAM areas. The 
publisher wishes to supply the author with information that 
will help the writer develop more realistic problems. 

Solution: 

COMTASK -^is searched^to obtain a list of all the tasks 
in CAD/CAM areas that require, specific mathematical 
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knowledge. The results are printed by mathematical topics 
or specific skills, with the relevant tasks listed under 
each topic . 

[NOTE: COMTASK does not currently contain a list of skills. The 
system is designed to allow for this increase in capacity.] 



Information Needed 

The COMTASK database consists of two parts. One part 
contains a list of duties, tasks, and equipment for each job 
entered into the database. Tasks are listed under the 
appropriate duty. Because a duty is a group of related tasks, no 
task can appear in more than one duty for any one job. Equipment 
is listed under the job title. 

The second part of the COMTASK database contains the results 
of ques.t ionnaires administered to workers. From these results 
the percentage of workers who performed a certain task or use a 
certain piece of equipment can be determined. 

If COMTASK is to be a viable database It needs the types of 
information that are in both parts. Lists of duties, tasks, and 
equipment are needed for more jobs. Generating these lists is 
time consuming, but the results can be used numerous times. 

COMTASK must also have the results from surveys conducted 
using the above lists. The more questionnaires that are 
administered, the more representative are the results. 

Detailed descriptions for developing a list of duties, 
tasks, and equipment Oi for obtaining questionnaires are in the 
COMTASK Manual . 
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CHAPTER III 
BEGINNING AND ENDING YOUR CONNECTION 

Most people are anxious to begin searching a new database. 
But, there are some procedures that need to be understood before 
a search is begun. This section will describe the important 
steps for beginning and ending a search. 

Before You Begin 

The COMTASK database is designed to present its information 

in a screen format. A screen is 80 columns wide and 2A lines 

long. If a screen smaller than this is used you will be unable 
to see the entire display. 

You will also need a modem. It can be either 300 or 1200 
baud. Finally, you will need a User I.D. and a password. You 
can get the User I .D. and password by contacting COMTASK at. (XXX) 
XXX-XXXX or by writing COMTASK. (The U.S. O.ffice of Education 
chose not to fund COMTASK past this init ial . development . If 
funding becotnes available, procedures for using COMTASK will be 
publicized.. For information about the current status of COMTASK, 
contact the 'Off ice for Vocational and Adult Education, U.S. 
Department of Education, 7th & D Streets, SW, ROB 3, Washington, 
DC 20202.] The staff members at COMTASK will need the name, 
address, and telephone number of your organization and your name 
or the name of the person who will be responsible for searching 
the database. They will also need to know the brand and model 
number for each type of terminal you plan to use. By return mail 
you will receive your User I.D., password, and the telephone 
number of the database. 



Planning Your Activity 



To conduct a search of COMTASK, or to add Information to it, 
your computer terminal will have to be connected with the COMTASK 

by using a modem and by dialing the 
database. As soon as this connection is 
incur long distance telephone charges, 
only charge for searching COMTASK is the 
cost. This charge Is being made as long 

To reduce this cost 



database. This is done 
telephone number of the 
made, you will begin to 
At the present time the 
long distance telephone 

as your terminal is connected to COMTASK. 
you need to carefully plan your search. 
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A careful search strategy begins with a thorough study of 
the information in Chapter foii^ of this COMTASK User ' s Guide , 
Here you will get some idea of the types of questions that you 
will be asked during the search. By studying these questions and 
planning your responses, you can reduce expenses. 

Login Procedures 

The procedures for logging in to the COMTASK database are as 
f ol lows : 

• Turn on your terminal, modem, printer, and so forth 

• Dial the COMTASK telephone number 

• If you are using an accoustic coupler, when you hear a 
steady high-pitched tone place the telephone receiver 
into the two rubber seats on the coupler 

D 

• When you have reached COMTASK your screen should look 
like Figure 1. The number to the left of the screen is 
given as a reference guide for this description. 



. ' 

1 login: I 



Figure 1 



The cursor is the illuminated rectangle at the end of 
line 1. Type your User I.D. and PRESS the <RETURN> key 
on your terminal. In this COMTASK User's Guide the User 
I.D. is "example." As you can see in Figure 2, the User 
I.D. is displayed at the end of line 1. 

Any time that a word is enclosed within <> symbols, 
you should have a key by that name on your terminal 
keyboard. Here we used <RETURN> and you should see a key 
with the word "RETURN." If you do not, consult the 
manual for the terminal to determine which key performs 



this function. Some keyboards use the symbol to 
indicate "RETURN." Other keyboards may use a different 
symbol such as CR, Crlf, <-l , or Enter. 



login: example 
Pas sword :| 



Figure 2 

A word of caution is needed. The COMTASK database is "case, 
sensitive." That means you must type in a letter in either 
upper- or lower-case according to how it is stored in the 
computer. For instance, if you had typed "Example" for your User 
I.D., the computc^. would have rejected it. Also, it would have 
rejected "EXAMPLE." You must type all entries in the same order 
of upper and lower case as is stored in the computer. This is 
true even if your terminal only displays all capital letters. 

o Line 2 displays "Password:" with the cursor just after 
the colon. Type your password. The password will not 
appear on the screen. PRESS the <RETURN> key. The 
screen will clear and a new screen similar to the one in 
Figure 3 will appear. 

The screen in Figure 3 has many features that are standard 
on the remainder of the screens. On line 1 is an abbreviated 
title of the current screen placed in brackets. In Figure 3, the 
abbreviated title of the screen is "Bulletin" so on line 1 you 
should see "[Bulletin]". 

Line 2 contains three pieces of information. At the left is 
the date and time you logged in. At the far right is your User 
I.D. In the middle is the type of screein that is being 
displayed. There are two types of screens: MENU and HELP. 

Line 3 is blank. 

Line A contains the complete title of this screen. In 
Figure 3, the complete title is "COMTASK DATABASE BULLETIN 
BOARD." 
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menu 



into three 



The remainder of the menu' screen, is divided 

section is the narrative; the middle section 



sections. The top 



presents your options; and the bottom section is where you 
indicate your choice. The three sections are marked in Figu 



re 3 



c 
o 

a 
o 



CBuUfttinl 

DATE* Tu» Nov 27 I0t09 1994 MENU 


USER; i 


9» ample 


COMTASK DATABASE BULLETIN BOARD 






Th* tMt databas* \9 ready to be searched. 

* 


Your choice* aret 






0 - HELP to u«e thi» menu) 

1 - BEGIN (enter the COMTASK syetefli) 

2 - PASSWORD (change paeeword/ ^ ^ , 
- HOW (what ^'ey« to pree© and when) 

4 - EXIT (exit the COMTASK eyetem) 






5 TYPE the number to indicate your choice^ 
I ^ — 







Figure 3 



Look at the option section. It begins with the phrase "Your 
choices are" and then lists five choices. Of interest here are 
the three choices: PASSWORD, HOW, and EXIT. 

It is a good idea to change your password at least once a 
month. In particular, it should be changed the first time you 
sfarch the database. To change the password press the 2 key. 
The terminal will display the message in Figure A, skip a IJne, 
and then print the line "Changing password for (User I.D.). 
This line has been labeled with a "1". In Figure 4, the User 
I.D. is "example" so line I ends in the word example. Line 2 
displays "Old password:" Type in your current password and press 
the <RETURN> key. As before, the password will not show on the 



screen . 



When you press the <RETURN> key, line. 3 will display "New 
password:." Type in the new password. A password must be from 
5-8 characters long and one of the characters must be a letter. 
The password cannot contain any spaces. After you have typed In 
your password pfess <RETURN>. On line A will appear the phrase 
"Retype new password:" and you should retype your new password In 
order to verify your first entry. After you press <RETURN> you 
win receive the message "Press <RETURN> to continue." When you 
press <RETURN> you will return to the (Bulletin) menu. 
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If you did not make any mistakes you have changed your 
password and will h^ve to use the new password the next time you 
login. If you did make a mistake^ the computer will display 
"Mismatch - password unchanged." on the screen and ask you to 
return to the bulletin board. Your old password will still be in 
effect . 



First you will be prompted to enter your old password. 
PRESS <return> when you have typed this in. 
Then you will be prompted to enter a new password. 
Passwords must be 5-8 alpha-numeric characters in length 
and £it least one of these characters must be alphabetic. 
PRESS <return> when you have typed the new password in. 
You will then have to enter the new password again for 
verification. 

Proceed! 

Changing password for axample 
□Id passwords 
New password: ^ 
Retype new password: 



Figure 4 



Option 3, HOW, describes five conventions for using the 
keyboard. These are discussed at the appropriate places in the 
User's Guide. 



Logout Procedures 

The last choice in the option section of all menus provides 
the opportunity to exit the COMTASK system. There are two 
methods you can use to leave COMTASK — a long and a short 
method. The long method will be explained first. Whenever you 
want to use the long method to exit COMTASK press the last number 
in the option section. On this menu it is labeled EXIT. On most 
menus it is labeled MAIN and you will go to the [Main] menu where 
you will select the last option which is labeled EXIT. (The 
[Main] menu will be discussed further inChapter four.) 
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In Figure 5 you see the (Exit) menu. To logout from COMTASK 
you need to perform the following th^ee steps: 

• Reach the [Exit] Menu. This is done directly by 

selecting the EXIT option from either the [Bulletin] or 
[Main] menus. It is done indirecfly by selecting the 
MAIN option from any other menu and then se lec t ing ,the 
EXIT option. 



Type the letter 0. 
lower case q . 



You can type either a capital Q or a 



Hang up your telephone when you see "login;" on the 
screen. Remember that, until you hang up your telephone, 
you will have to pay long distance telephone charges. 



DATE; Tu» Nov 27 lOi 15 19B4 MENU 


USE^t ample 


EXIT 




You «r9 now Ivavlng COMTASK, You must hang up thv t»l9phon» 
the logout procvdurv. Failurv to h«ng up mIH c«u«« you to 
long distance charges* 

«• 


a^ter completing 
incur additional 


To logout, TYPE <»0> or <q>. Do not type the brackets. 




To view the HELP PAGE 4or Exit, TYPE <?>. 
PRESS <returf>> to go back to the previous page. 




Figure 5 

f 



The short method fbr exiting COMTASK allows you to type a 
"Q" or "q" and press <RETURN>. As soon as you press <RETURU> you 
are log.^ed out. You will not be reminded to hang up the 
telephone, but long distance charges will continue until the 
■telephone is hung up. J 

t 

You should now be able to login and logout of the COMTASK 
database. In the next chapter we will discuss some strategies 
for searching the database. '/ 
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CHAPTER IV 
SEARCH TECHNIQUES 

In the last chapter you learned how to login and logoutf of 
the COMTASK database. This chapter includes the approach or 
strategy that should be used to search the database. 

A search of COMTASK begins after the login has been 
completed and when the [Bulletin] menu is on the screen. In the 
last chapter, several parts of the [BulletinJ menu were 
discussed. The narrative section was not discussed. The 
narrative section of this>fre^ is between the two dotted lines 
and serves as the bulletin board for COMTASK. The bulletin board 
contains announcements that COMTASK users need to know. For 
example, the bulletin board will list the latest job titles that 
have been added to COMTASK,. it will announce when revisions to 
the COMTASK User's Guide are SVailable, and it may suggest areas 
where job analyses need'to be conducted. 

In the option section of the iBuUetin) menu are five 
choices. The last three, PASSWORD, HOW, and EXIT, were discussed 
in the last chapter. The first option, HELP, will, be discussed 
in Chapter VI. That leaves only the second option. It is called 
BEGIN and, as might be expected, it is the option to select in 
order to start a search of COMTASK. 

Selecting the BEGIN option causes the computer to 
automatically branch to the [Main] menu. This menu is shown iu 
Figure 6. In this particular mer.a there are five options 
numbered 0-4. As is true with all menus, option 0 (zero) should 
be selected if you need some help or clarification with that 
particular menu. Option 4, the last option, is the one that 
should be used to leave or exit the database. 

Option 3 is a MAIL option. Use this choice if yo-i want to 
leave a message for the COMTASK iitaff. You might want to suggest 
that a particular job be adffed to the database or have some 
suggestions for improving the database. Whatever your message, 
this is an electronic mailbox that allows messages to be sent to 
COMTASK. Your message is automatically coded with your User 
I.D. 80 that COMTASK can send you any needed reply. 



24 



DATEi Tu» Nov 27 lOi 16 19B4 ' HENU USERi .KampU 

HAIN ^ 

Wvlcomv to COMTASK, COflTASK ha« fMturM and information that may>b» h»lpful 
to you in th» arva jOb analyvift. 



Your Choi CM aroi 

0 - HELP (how to umm thia mvnu) 

1 - SEARCH (obtain information from th» COMTASK databaM) 

2 - ADDINFO (add n»w information to th» COflTASK databaav) 

3 - HAIL (l»av» a mv««agv for th» COHTASf staff) 

4 - EXIT (pxit th» COHTASK ayatwm) 

TYPE th» number to indicatv your choicv OR 

PRESS <r»turn> to go back to th» prvviou« pagv. 



Figure 6 

# 

The other Wo options allow you to search or add inforination 
to the database. Option 1, SEARCH, is the option you select if 
you wish to obtain information from COMTASK. Many of the 
questions that .we expect to be asked have been built into the 
menu system. However, you will also have a chance to request a 
search of the database along lines that have not been 
anticipated. . , 

Option 2 is ADDINFO. This is the option you would select if 
you want to create a job/task inventory for a Job that is not in 
COMTASK. This would consist of typing or keying in all of the 
duties, tasks, and equipment for the Job. You would also select 
this option when you have administered a set of questionnaires 
for a job inventory and would like to enter the results into the 
database. This is an qnline entry and you will incur long 
distance teleJ)hone charges while these data are being entered. A 
slower, but less costly, method is to mail the information to ^ 
COMTASK to enter into the data.base. 

The narrative at this point will follow the menu selection 
of the COMTASK program. The options for HELP (Option 0) and to 
leave the system (the "MAIN" or last option) will be omitted from 
the discussion. Several screens will be presented and 
discussed. The order in which the screens are presented is not 
necessarily the same as the order you would see them on the 
computer. Appendix A contains a tree diagram that shows the 
options at eac*h level and where each option branches. In all 
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cases , the titles 
correspond to the 
of each menu. 



used on the 
abbreviated 



tree diagram in Appendix A 
titles given in brackets on 



line 1 



/ 



Sear*^h' t^enus 

The first group of menus we will explore are the Search 
menus. Discussion of the Addinfo menus is in Chapter V. 



Selecting option 2 on the [Main] menu (Figure 6) will' result 
in the [Search] menu being displayed on the sCreen (Figure 7). 
The narrative for the [Search] menu describes the types of 
information that can be obtained from COMTAS.K. You have two 
primary choices. Selection of Option 1, TITLES, will provide the 
opportunity to determine the titles of the jobs that have been 
listed in COMTASK, their Di c t ionary\o f Occupational Titles 
(D.O.T.) designation, and their Classification of Instructional 
Programs (CIP) name by taking you to/the [Titles] tnenu. 



CS.»archl 
DATEi Tu» Nov 



27 10»16 1984 



MENU 



SEARCH 



USER I •xampl* 



COMTASK contain, information .bout job.. For ..ch job in COMTASK h.V^.. 

.. COMTASK Job TitlM and DMcription. 
.. D.O.T. Titl»», CodM and D».cription« 
.. CIP Titl»., CodM and DMcription. 

COMTASK .1*0 contain, job analy.i. information and can provid. li.t. and 
.t.ti.tic. t::!;. P.rform.d. and Equipm.nt U..d 

Worker and EAployfr Dvmooraphlcft 

Your Choi CM ^rmt 

O - HELP <how to u%m this mmnu} 

X - TITLES (information about titlM in COHTASK) 

2 - ANALYSIS <jOb analysis information) 

3 - HAIN (return to HAIN HENUi mnit thm •y«t#m) 

TYPE th# number to indicate your choic© OR 
PfrxESS <r»turn> to go bac^ to th#.pr#viou« p*Q«* 



Figure 7 



The other option on the [Search] menu is called ANALYSIS. 
Select the ANALYSIS option if you want to find some ^|)ecific job 
analysis information. 

If the TITLES option is selected you will'See thfi [Titles] 
menu shown in Figure 8. This menu presents the choices for the 
different types of job titles that you can get from the 
database. Option 1 is used to select the COHTASK job titles; 
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option 2, the D.OtTt titles; and option 3, the CIP titles. 
Because most searches will be conducted using the COMTASK title, 
the last tv;o options will also provide output containing the 
corresponding COMTASK titles* 



DATEi rum Nov 27 10*16 19«4 tIEMU USERt •ramplw 

TITLES 

COMTASK contain* tht titlM and dMcription» of Mch job in th» d«t«b«M, It 

Also contain* th* currMpondi ng D.O.T* (Dictionary of Occupational Tit I 

and CIP (ClaMif ication of ln»tructional Program*) cod« numfcr, ^^^^^^ •"^^.^ 

dMcription for thmmm job«. Moit job ••archM ar« conducted using th« COMTASK 

titlM. 



Vr^ur Choi CM 

0 - HELP <how to uM this m»nu)» 

1 - JOB TITLES (all job titlM in COMTASK) 

2 - D.O.T, TITLES (COMTASK job* with D.O.T* codM a««ign«d) 

3 • CIP TITLES (COMTASK job« with CIP codvft assigned) 

4 - MAIN (return to MAIN MENUf •xit th» •y«t«m) 

*TYPE the number to indicate your choice OR 
PRESS <return> to go back to the previous page. 



Figure 8 



If you selected option 1, JOB TITLES, the [Jobtitles] menu 
shown in Figure 9 will be displayed. This option allows you to 
Obtain a list of the COMTASK jobs titles that are in the 
database • 

The [Jobtitles] menu presents six options. You can restrict 
the list of titles: (a) to only the COMTASK titles; (b) to the 
COMTASK Job titles and their corresponding D.O.T. 
classifications; (c) to the COMTASK job titles and their 
corresponding CIP designations; and (d) to the COMTASK Job titles 
with both of the corresponding D.O.T. and CIP titles. 

Figures 10 displays the [Dottitles] menu you would see if 
you selected option 2 in the [Titles] inenfi shown in Figure 8. 
The selection of option 3 in the [Titles] menu would result in 
the [Ciptitles] menu; a menu analogous to the (Dottitles] menu. 
On each menu you have four main options? NUMERICAL, NUMPLUS, 
ALPHA, and ALPHAPLUS. 
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CJobtitl««3 

OATEi Tu« NOV 27 lOt 17 19B4 



MENU 
JOB TITLES 



USERi •x«mpl« 



You N^nt A li.t of th. job tltlM that ar. in COMTASK. Th... mil b. li.t.d 
I°?h*b.tic*lly- YOU m^v choom. to g.t Mch COMTASK job tltl. mth it. 
corresponding D.O.T* title and/or CIP title. 



Your choices arei 

0 - HELP 

1 - JOG 

2 - JOB. DOT 

3 - JOB CIP 



(hOM to use thl« menu) 
(job titles only) 

(job titles with corresponding D.O.T. titles) 
(job titles with corresponding CIP titles) 



4 - JOB DOTStCIP (job titles with both D.O.T. snd CIP titles) 



S " MAIN 



(return to MAIN MENUl exit system) 



TYPE the number to indicate your choice OR 
PRESS <return'> to go bsck to the previous p«g«. 



Figure 9 



tDottitlesI 

DATEi Tue Nov 27 lOt 17 1994 



M£NU 
D. 0. T. TITLES 



USERt example 



With esch listing. 



Your choices aret 



0 - 

1 - 

2 - 
Z - 
4 - 



HELP 

NUMERICAL 

NUMPLUS 

ALPHA 

ALPHAPLUS 

MAIN 



(how to use this menu) ^ « ^ ^ . 

(listed in numerical order by D.O.T. code) 
(listed numerically with D.O.T. description 
(listed in slphsbeticsl order by D.O.T. t:tle) 
(listed slphsbeticslly with D.O.T. description) 
(return to MAIN MENUl ■xit the system) 



TYPE the number to indicate your choice OR 
PRESS <return> to go back to the previous page. 



Figure 10 



The NUMERICAL option allows you to obtain each list in 
numerical order by either the D.O.T. or the CIP code. The 
D.O.Tj code is a 9-digit number and the CIP code is 6 digits. 
The NUMPLUS option also gives the list in numerical order but 
adds the accompanying D.O.T. or CIP description. 
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The ALPHA and ALPHAPLUS options are analog^ous to the 
NUMERICAL and NUMPLUS options. ALPHA provides a list of D.O.T. 
or CIP titles in alphabetical order; and ALPHAPLUS gives the same 
list with the addition of the D'.O.T. or CIP descriptions. 

At the time the (Search] menu was displayed (Figure 7), you 
were presented with two primary* opt ions — TITLES and ANALYSIS. 
Subsequent ly, you followed the results of selecting the TITLES 
option. We will now explore the results of selecting ANALYSIS. 

The [Analysis] menu i? displayed in Figure 11. This menu 
presents four primary options. The JOB SPEC option should be 
selected if you want to find out about the duties, tasks, and/or* 
equipment used in one or more specific jobs. Selection of this 
option will lead to later requests to determine if you want 
information about only duties, tasks, equipment, or about all 
three • 



DATEt Tu© Nov 27 lOi 18 1984 



MENU 
ANALYSIS 



USER} •x«fflpl< 



JOB SPEC Mill allow you to d«t«rmin« th» duti««, t««k«, and/or •quipm«nt for 
one or mor» mp»ci4ic jobm. TASK SPEC wMl allow you to d«t«rmin« thm jOb%, 
dutiM« and/or •quipm«nt for « •pacific tMk. EQUIP SPEC will allow you to 
dmfrminm thm jobm» dutiM. and/or tM%k% 4or which • •pacific pi«c« o4 
•quipm»nt im uMd« CIP SPEC will provide you with th« job«, dutiM, tM%k%, 
«nd/or •quipmsnt 4or « mpscific CIP. Additional quMtion* wiU h«lp rmiinm 
your r«quMt* 



Your Choi CM ar»i 

0 - HELP 

1 - JOB SPEC 

2 - TASK SPEC 

3 - EQUIP SPEC 

4 - CIP SPEC 

5 - MAIN 



(how to u%m thi« m»nu) 

(in4orffl«tion about 1 or mor» specific job«) 
(information about a'ftpvcific ta«k) 
(information about a specific pi»c» of equipment) 
(information about a specific CIP) 
(return to HAIN HENUi vxit th« Bystwrn) 



TYPE th» number to indicate your choic* OR 
PRESS <r«turn> to go back to th» prsviouft pag»« 



Figure 11 



The TASK SPEC option focuses on your choices if you select^ a 
specific task. You will be able to determine the jobs, duties, 
and/or equipment for one task. * ^ 

EQUIP SPEC is analogous to the TASK SPEC option, 
allows you to determine the jobs, duties, 
a given piece of equipment.- 



and/or tasks 



This 
that 



use 
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The last option is CIP SPEC and will give you the* choice of 
getting information about the Jobs, duties, tasks, or equipment 
for the entire cluster of jobs in one CIP. 



The iJobspec] menu (Figure 12) is differen 
(Taskspeci, [Equipspec], and [Clpspec] menus, 
can request information about one or more jobs, 
three menus you are restricted to one task, one 
equipment, or one CIP category.'^ This is an imp 
and affords more flexibility to the user who se 
The important point to consider in this menu is 
primary type of information you want is about d 
equipment, or a combination of all three. The 
STATISTICS — is available to obtain a summary 
information about the workers who i;esponded to 
to collect the data in COMTASK. 



o ra t h e 

^JobspecJ* yoii 
the othfr 
piece of 
ortant difference 
lects JJo]t>8pec] . 

whether the 
utles, tasks, 
sixth choice — 
of the demographic 
the surveys <flrfed 



1 



C Jobspvc 1 

DATE> Tu» Nov 27 10>20 1984 



MENU 
JOB SPECIFIC 



USERt •K*fflpl« 



6»l0N Arm th» ••l»ction« provided by COMTASK 4or onm or morm job titlM. Wh»n 
you svlvct your option, you will b» prompted to morm clMrly dmiinm thm typm 
o4 information you MAnt. 



Your choices ^rmx 



0 - HELP 

1 - DUTIES 

2 - TASKS 

3 - EQUIPMENT 

4 - CIPDOT 

5 - tOMPUETE 

6 - STATISTICS 

7 - MAIN 



(how to utt« this m»nu) 

(dutifftt 4or on* or morm jobs) 

<t«ttKtt 4or on* or mor* jobs) 

(•quipmsnt 4or on» or mor* jobs) 

<CIP or D»0»T titlM for a specific job) 

(dutiM, tasks, and mquUfprnmnz for a specific job) 

(a statistical summary of workers in a specific job) 

(rsturn to MAIN MENUi exit ths system) 



TYPE th© numbfir to indicate your choice OR 
PRESS <return> to go back to the previous page« 



Figure 12 | 

An alternative menu Is the [Taskspec] menu shown in Figure 
13. The four primary options available depend on the searcher 
wanting to determine some Information about a particular task. 
All of these choice? require that the name of the task Is known. 
You would select JOB TASJt If you wanted a list of all the 
jobs, in COMTASK, where^hls given task is performed. Similarly, 
the EQUIP TASK choice should be selected if you want to obtain a 
list of all the equipment used to perform the specified task. 
The last option, JOB&EQUIP, is a combination of the first and 
"third options and allows you to get a list of both the Job titles 
in COMTASK whete a task is performed and the equipment that Is 
used in that task. 
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DATEt Turn Nov 27 I0i2l 1984 



MENU 
TASK SPECIFIC 



USEFct •xampl* 



Jhmrm'^rm four g»n»r«l kind. o4 Information you can g«t about « J"^* 
ml ri!t of jSb. Nh«r« th« ta.^ appear SI (2) a Il.t of ^"tiM In •-^^^^ ^Jj 
taik aPPMr.i 13) a li.t of .qulpment u.»d in a .pacific ta.ki (4) a U.t of 
jS. !nd •qu!pm«nt for a .pacific ta.k, Th« .tarr.d choice r.fl.ct data 
r»port»d by NOrk«r» »urv«y«d for COMTASK* 

Your choic«« arttt 



0 - HELP 

1 - JOB TASK 

2 - DUTY TASK 



(hON to ixmm thi« m«nu) 

<a li»t of job« mhmrm a giv«n ta«k is psrformsd) 
^ - i/wiT .r,*,r. <a list of dutiss whsrs a gxvsn task is performed) 

3 - EQUIP TASKKa list of ©quipmsnt ussd in a givsn task) 

4 - JOB&ECiUIP $(a list of job titlss and squipmsnt for a givsn task) 

5 - MAIN (rsturn to MAIN MENU$ sxit ths systsm) 

TYPE ths numbsr to indicate your choics OP 
PRESS <rsturn> to go back to ths prsvious pags« 



Figure 13 



Figure 14 shows the [Equipspec] menu. The four primary 
options are siniilar to those available on the last menu, 
'??askspec]. For a specific piece of equipment which you will 
I?er name you can obtain a list of the tasks, dut es or jobs 
where ?hat equipment is used or a combination that includes both 
the jobs and the tasks. 



CEaui pspsc 1 

DATE! Tus NOV 27 I0i22 19S4 



MENU 

EQUIPMENT SPECIFIC 



USER: sxampls 



.p.c><lc P"" •♦^,*»;'?;*C!L," J? ; rf.f ot t..k. in .A.ch It I. u..d, (41 . 

ro.rn«:or.7''»«h'!=i: 1.TJ.:.: T.. ...rr.- C^OU ..« «... r.por..« 

by NOrksri survsysd by COMTASK» 

Your Choi CSS arsi 

A uri o (how to uss this Mnu) 

^ X - 5oB EQUIP job Il.tinQ Nh.r. . Qiv.n pi.c. ""J' 
■ 4 nuTV MUlPt dnty listing «h«r« • Qlv«n pl«c« .quipm.nt > u.«d 

J : JSI?AlSi t<c"ici; for'job. .nd t..k. Hh^-. . giv«, pi.c. of 

•quipin.nt i. ua.d) 
5 - MAIN <r.turn to MAIN MENU, .xit th. •y.t.m) 

TYPE th. numb.r to indicat. your choic. OR 
PRESS <r.turn> to go back to th. pr.viou. p«g.. 



Figure 14 
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The list of tasks where a specific piece of equipment is 
used reflects only information gathered from the survey of 
workers. You must consider the number of workers surveyed when 
considering the validity of this information. 

If you select option A on the [Equipspec] menu you will be 
directed to the [JobTaskeql menu shown in Figure 15. By 
selecting this option, you indicated that you want a list that 
includes both the jobs and the tasks that require a specific 
piece of equipment. This menu asks you to indicate which of two 
ways you want this information organized. The first form, called 
Form 1 on the menu, gives a list of jobs where the equipment is 
used. Under each job title is a list of the tasks, in that job, 
that require the use of that piece of equipment. Form 2 
organizes the information in almost the reverse order. Each task 
which requires the use of that equipment is listed and under the 
task is given the title of each of the jobs where that task uses 
the equipment. A partial schematic is shown on the [JobtaskeqJ 
menu and is expanded below. 



OATEt Tu» Nov 27 10i22 1984 MENU USERt •x«mpX» 

JOB and TASK 

You h«v» indic«t»d that you want a Xi»t o^ both th» job« and th» ta«^« mhmrm a 
»p»ci^ic pitc* o4 •Quipm»nt i% u»»d. You can gmt thi« li»t in th» two iormm 
mhown bvlowt 

FORM I I Job A FORM 2t Ta»k 1 

Ta»k 1 ' Job A 

Taiik 2 ^\ Job ^ 

Job B X Ta»k 2 

Ta«k 1 \\ Job A 

Your Choi CM ar»i ^ 

0 * HELP (how to us* thife m»nu) 

1 - TASKS6YJ06t<ta«k«, li«i»d by job» as in FORM 1) 

2 - JOBSBYTASKt<job», Xi»t»d by ta«k, as in FORM 2) 

3 - MAIN (return to MAIN MENUi wxit th» •y«t»m) 

TYFE th» number to indicate your choic* OR 
PRESS <r»turn> to go back to th» pr»viou« pag». 



Figure 15 

Suppose that there are three jobs ~ A, and C — which 
use a particular piece of equipment. In Job A, the equipment is 
used for tasks 1, 2, and A. Job B requires this equipment for 
the same tasks (1 and A) but also for a new task (task 3). Job C 
requires this equipment for only one task (called task A in the 
other two jobs) • 
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Schematically, this would be organized in the following way: 



Form 1 



Form 2 



Job A 

Task 1 
Task 2 
Task 4 

Job B 

Task 1 
Task 3 
Task 4 

Job C 

Task 4 



Task 1 
Job A 
Job B 

Task 2 
Job A 

Task 3 
Job B 

Task 4 
Job 
Job 
Job 



A 
B 
C 



The form 
information • 



you 



select would depend on your intended use -of 



the 



The last of the primary options that you might hayq selected 
on the [Analysis] menu is called CIP SPEC, You selected this 
option if you wanted information about a particular group of jobs 
that form an instruction program accordining to the 
Classification of Instructional Programs (CIP)- The [Cipspec] 
menu is shown in Figure 16. 



DATEi Tu» Nov 27 I0t23 I'JaA 



MENU 
CIP SPECIFIC 



USERS •xampl» 



The Clarification o4 Instructional Program. (CIP) ^''''^^ /•^^^llJJ'^,^ 
into program ar.am. Your choicM include several option* for a epecific CIF. 



Your choices arei 



0 - HELP 

1 - COMPLETE 

2 - JOB CIP 

3 * DUTY CIP 

4 - TASI' CIP 

5 - EQUIP CIP 

6 - MAIN 



( 

(hOM to use this menu) 

(a complete list of the jobs, tasks and equipment for 
one CIP) 

(a list of all job titles in one CIP) 

(a list of all duties in one CIP) 

(a list of all the "iasks In one CIP) 

(a list of all the equipment used in one CIP) 

(return to HAIN HENU| exit the system) 



TYPE the number to indicate your choice OR 
PRESS <return> to go back to the previous page. 



Figurt 16 
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The first of the primary options, COMPLETE, allows you to 
obtain a list of all of the Jobs, duties, tasks, and equipment 
for one CIP. 

Option 2, JOB CIP, allows you to get all of the job titles 
that are in a particular CIP and are in the COMTASK database. If 
you had selected the Alpha option on the ICiptitlesl menu you 
would have obtained a complete list of all the job titles in 
COMTASK grouped by their CIP title. This option assumes that you 
know a CIP title or code number and want to get a list that 
contains the jobs in that program. The primary use of this 
option will be to verify that you have the correct CIP title or 
code number. 

The third, fourth, and fifth choices — DUTY CIP, TASK CIP ^ 
and EQUIP CIP — allow you to obtain all of the duties, tasks, or 
equipment, that are included in one CIP. 

A Search Example 

At this point we have taken .you through the first 16 menus. 
You know how to login and logout. Rather than continue to 
describe each menu, we will take you down one path to show how a 
search is conducted. Different search strategJes would follow 
comparable paths. < 

The search that we will pursue will find an answer to two 
questions: (1) what tasks are common to the two job titles of , 
Crystal Computer Designer and Electronics Technician; and (2) 
what tasks are performed by a. Crystal Computer Designer that are 
not performed by an Electronic Technician. The results that will 
be shown are from a hypothet; ical database created to test the 
COMTASK computer program and are for illustrative purposes only. 

To answer these two questions we should return to the 
iJobspec] menu shown in Figure 12. Both question^ will result in 
a list of tasks and so we would select Option 2, TASKS. 

The [Tasks] menu is shown in Figure 17. We want a list of 
tasks from two different job titles and so select Option 2, 
2J0BS. This directs us to the menu (Task2] shown in Figure 18. 

At this poinfe-you need to have an understanding of three • 
terms that are applied to groups of objects — union, 
intersection, and minus. If you do uot understand these terms, 
please refer to Appendix B for a brief explanation. 

The first question we want answered asks for the tasks that 
are commorv to two jobs. For this, we should selefct the INTERSECT 
option. The second question is to determine the tasks that are 
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OATEi Turn Nov 27 I0i23 1984 



H£NU 
TASKS 



USER I •MAfflpl« 



This m«nu Mill l«Ad you to information about 
•pvcific jobs survvyvd by C0HTA8K* 



tasks pmr4ormm6 in on« or mr« 



Your choices ar«i 

0 - HELP 

1 - IJOB 

2 - 2J0BS 

3 - HORE 

4 - NAIN 



(how to umm this mtfnu) « 

(task information from 1 specific job) 

(task information from 2 specific jobs) 

(rvqunt task information from 3 or morv specific jObs) 

(return to MAIN HENU| wxit th» sy»t»m) 



TYPE th# number to indicate your choic* OR 
PRESS <rsturn> to go back to th» previous pag«« 



Figure 17 
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MENU 

TASKS FOR TWO 90BS 



USER I vKamplv 



Von MMnt * list of tasks that ar» p»r formed in two jobs« Urn will call th»m 
!h A 2nd .Ob B YOU can git a list of thos. tasks p»rform.d in •ith.r on« or 

^:?h o^Jhi tw^io^;^A:S)? in%oth ,obs (A and B), or in ,ob A and not in ,ob 
B (A-B)« 



Your Choi CM arvt 



0 - HELP 

1 - UNION 

2 - INTERSECT 

3 - HINU8 

4 ^- MAIN 



(how to us« this m«nu) 
(all tasks from two jobs) 
(only tasks common to two jobs) 
(tasks in job A but not in job B) 
(return to HAlN HENU| mnit th» system) 



TYPE th# number to indicate your choice OR 
PRESS <r#turn> to go ba'ck to th» previous pag«. 



Figure 18 



performed in one job but not the other. For this we will need 
return to this menu, lTa8k2), and select the MINUS option. 



Selecting the INTERSECT optio 
us to the [Tlnter] menu shown In F 
abbreviation for Task intersection. 



n oik t 
Igur^ 
. We 



he [TaskZl menu directs 
19. Tlnter Is an 
have the option of 
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DATE I Tu« Nov 27 10«24 1984 



USER} axanipla 



Commor^ t ••»•:• o4, two 



MENU 

TASK INTERSECTION 
job. .r. counted or U.t.d ircm th» choices on thi. <n«nu. 



Your choices •r^t 

0 - HELP 

1 - COUNT 

2 - LIST 

3 - MAIN 



(how to UBS this menu) * ^ , o* 

(number o-f t.sks common to job A and ioto BJ 
(alphabetical list o4 tasks common to jOb A and job B) 
(return to MAIN MENUj exit the system) 



TYPE the number to indicate your choice OR 
PRESS <return> to go back to the previous page. 



Figure 19 
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getting the number of tasks in this intersection or of getting a 
list of these tasks. We are interested in a list of the tasks 
rather than just the number so we select option 2, LIST. 

After you press <2> you get a different type of screen; you 
are no longer on a menu page but into the actual database. You 
will return to a menu when the search has been completed. The 
words "Pausing for Processing. . ." appear and a few seconds 
later you get the message displayed in Figure 20. 

We can now type the name of one of the jobs. The message 
says that we should type the first 20 letters. We can type less 
if it will uniquely determine the job^arae. For example, in the 
test database there is only one job t\at begins with Crystal 
(Crystal Computer Designer) so we can type CRYSTAL and press 
<RETURN>. In fact, this is th.e only job title that begins with a 
C so we could have typed a "C" and pressed <RETURN>. 

The computer now asks us to enter the name of the second job 
title. ^ We want Electronics Technician so we type ELECTRONICS and 
press <RETURN>. After several seconds, the screen displays the 
message shown in Figure 21. 

It says that there are no tasks common to the above Jobs. 
Is this true or have we made a mistake? Look at the name of the 
two jobs. Job 1, for which we entered "CRYSTAL," is listed as 
Crystal Computer Designer. That is the correct job title. Job 
z'for whlcS we entered "ELECTRONICS," is listed as ELECTRONICS 
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tiu.. no., u.. .nougn i.tt.r. to 

d«t«rminc th« titl« <up to 20 l«tt«r»). 



Enter job title I — — > 



Figure 20 



COMTASK - T«»k» common to tNO job* ••••• 



Th« tMO giv«n jobs mrmt 

Job 1 1 CRYSTAL COMPUTER DESIGNER 

Job 2i ELECTRONICS MECHANIC ELECTRONICS TECHNICIAN 
Thar* arm no tasks common to the above jobs. 

WarninQi YOU MAY HAVE MADE A MISTAKE IN TYPING THE JOB NAME. PlMS. look at th. 
list o4 job to make surs you h*v« got th« corrsct jobtitls 



Type carnage rsturn to continue. 



Figure 21 



MECHANIC ELECTRONICS 
The database contain 
Electronics. If we 
we must give a more 



TECHNICIAN. This is 
s two Job titles that 
are going to uniquely 
detailed title. 



not what we wanted, 
begin with 

determine the Job ti 
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We press <RETURN> and are sent back to the [Tinter] menu. 

Acain we press <2> and, when we are asked to type the job titles 

ye type '"CRYSTAL" for the first job and "ELECTRONICS T" for the 
second job as shown in Figure 22. 



;t:r.:? rt.rrhr'tLo".o; t,tl.. no.. U.. .nough l.tt.r. to uni«,u.ly 
d«t«rmin« th« t»t;« <up to 20 l«tt«r«). 

Ent«r job titl. I > CRVSTAL 

Ent.r job titl. 2 > ELECTRONICS T 

Pausing *or ProCM«ing. • • 



Figure 22 

This time we get the desired results. There is only one 
task that is performed in both of these jobs. That task, Perforin 
corrosive test, is shoVn in Figure 23. 



■7^ 



r 



PAUfiing 4 or Procsssing, 



t ••••• C0MTA8K - TMk» common to two jOt% 

Th« two givvn jobs arvt 4, 

Job It i^PYSTAL COMPUTER DESIGNER 
Job 2t ELECTRONICS TECHNICIAN 

Th» tm%y% that ar» common to th« abov* two iob« *r«i 

^•r^orm corro«iv» tm%t 



Typ» carriag* return .to continu*. 
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the second question wejwarit answered asks f«r the tasks \ 
performed by a Crystal Computer Designer thai^^^ax^" nof . performed 
by an Electronics Technijciafr . - To pursue this we will return to 
the (Task2] menu shown in^iglife- 18 by typing Task2 and PRESSing 
<return>. This time thewuestion you want answered calls for the 
MINUS option, option 3.ywhen you select the MIND'S option you are 
directed to the [Tminu^' menu shown in Figure 24, 



X 



CTivii'nus3 

DATE I Tu« Nov 27 10i30 1984 



HENU 
TASK niNUS 



USERt ample 



Ta«f<- p«rform«d in on« job but not in another job ar« counted or listed from 
the choice* on thie menwu You may chooM the output foripat for the^tas^ list. 
You will be asked to provide the titles of the two jobs. The first job title 
you enter should be the jOb that contains the tasks t^at interest yo>j. 
Additional information is available^ by selecting HELP, option <0>, or in the 
User's Guide under Hinus. 



Your choices aret 



0 
1 
2 
3 



HELP 

COUNT 

LIST 

LI ST /DUTY 



4 - MAIN 



(how to use this menu) 

(number of tasks in job A and not in job B) 
(alphabetical list of tasks in job A 
(list of tasks within duty groups in 
in job B) 

(return to MAIN MENUi mnit the system) 



and not in job 
job A and not) ^ 



TYPE th» numb»r to indicat* your cholc* OR 
PRESS <r«turn> to go back to th« prvvious pag«. 



Figure 24 



The [Tminus] menu presents you with three primary choices. 
As with [Tintet] you can get a count of the number of tasks.. 
This does not answer our question. We want a list of the actual 
tasks. We can get this in two versions. The first version 
be similar, in format, to the list we got in response 
first question. The second version will groiSp this 
under the appropriate duties. We wa^it our 
we select option 3, LIST/DUTY. 



will 

to our 
inf ormat ion 
information groUped so 



Again, we are asked to enter the titles of the jobs. The 
order in which these names are entered is important (see Appendix 
B ifor a discussion of the minus operation). We want a list of 
the tasks performed by a Crystal Computer Designer that are noit 
performed bif an Electronics Technician. For Job 
"CRYSTAL"; for Job 2 we enter "ELECTRONIC^ T." 
displayed in Figures 25 and 26. 



1 we enter 
The results 



are 
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Pauming 4 or rrocasfti ng* • • 

$$$$$ COMTASK - Outy, Ta»k» that Mrm in Job I and not in Jpb 2 

Thtt two giv«n job« «r«t 

Job 1% CRYSTAL COHPUTER DESIGNER 
Job 2t ELECTRONICS TECHNICIAN 

Ihm tAftkft that COM und»r Job 1 and not Job 2, grouped bynjluty are: 

Duty tP»r4orminci laboratory tMt» optical transmitting d»viCM 

Layout architectural dvaign for optical tMting 
Perform corroaiv* tmkt 
Pmr4orn molecular beam epitaxy 
Setup mound compelling teete 

Duty iReeearching theoretical engineering concepte 
Type carnage return to continue. 

Figure 25 



COMTASIt: - Duty, Taeke that are in 



Job 1 and not in Job 2 ttttt 



Dr ,onetrate optical ewitcheft 
Pi Iter optical eigrral noiee 

Teet optical computer power in parallel proceeding 



Typ» c«rrij«ge r»turn to continu*. 



Figure 26 



This completes our discussion of the search procedures for 
COMTASK. Th^ next section tells how you can accelerate the 
search process. Help ni\enus are discussed In Chapter six. The 
next chapter will show how you can add information to the 
database. 
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(julck Sear ch 

The COMTASK program has been designed to allow for a quick 
search strategy. This strategy will mostly be used by people who 
have experience in searching COMTASK. They have followed the 
menu system enough to know which menu they need to answer a 
particular search question. 

To go directly to a particular menu, type the abbreviated 
title of the menu and press <RETURN> instead of typing the number 
of your choice. You can get a list of all menus in COMTASK by 
typing ?index and pressing <RETURN> . 

0 

For example, if you are at the [Bulletin] menu and you want 
to go to the [Dunionl menu, you would type Dunion and PRESS 
<RETURN>. You do not type the brackets that appear on the menu. 
You type the name as it appears but without the brackets (as it 
Is shown on the tree chart in Appendix A). 

The computer program is sensitive to capital letters so make 
sure that you type the menu exactly as it appears in Appendix A. 
Fo'r example, you must type Dunion rather than dunion. All menu 
names are written with the first letter capitalized and the 
remaining letters in lower case. 
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CHAPTER V 
ADDING INFORMATION 



In the last chapter we described how you can search the 
database to retrieve information. COMTASK has been designed to 
allow job analysis information to be added to the database. This 
chapter contains the procedures that should be followed for 
adding a job/task inventory or thf results of questionnaires 
administered to workers., . 

There are two types of data that can be added to the 
database: (a) a Job/task inventory; and (b) the results of a 
conducted survey. Both types occur at specific places in the 
COMTASK process described in the COMTASK manual. We will assume 
that anyone using this chapter will be familiar with the COMTASK 
process. 

The first type of data occurs during Step 19, Submit 
Job/Task Inventory to COMTASK, of the process. At this point a 
job task inventory has been developed and is ready to be 
submitted to COMTASK. Ther« are two ways to submit this data. 
One way is to mail the inventory; the other is to enter the 
Inventory online into the COMTASK computer. If you want to input 
your job/task inventory directly into COMTASK, you will select 
the INVENTORY option. 

The second type of data to be added to COMTASK occurs later 
in the COMTASK process, at Step 22, Input Data Into COMTASK. 
Each job/task inventory serves as a basis for a set of 
questionnaires that are administered to people, working at that 
job. The results of that survey are entered using the SURVEY 
option for adding information. 



The Beginning 

Suppose you want to add some information. When you are at 
the (Main] menu (Figure 6) you are presented with five options. 
Four of these, HELP, SEARCH, MAIL, and EXIT, were discussed in 
the last two chapters. In this chapter we will discuss the last 
of these options, ADDINFO. 

You want to add information to COMTASK. Select option 2, 
ADDINFO on the (Main) menu by pressing the <2> key. This directs 
you to tho (Addinfo] menu shown in Figure 27. 
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The lAddinfo] menu has four options. Two of them are the 
HELP and MAIN options found on most menus. The other two are 
INVENTORY and SURVEY. If you want to add a job/task inventory, 
then you should select the INVENTORY option. If you want to 

then you should 



enter the results from completed questionnaires, 
select the SURVEY option. 



CAddtn^ol 

DATE! Tub Nov 27 10t37 19B4 



nENU 
ADD INFORMATION 



USERi •xarnpl* 



COMTASK •Uomu you to input your o**" * (l^^^d 

no* in COMTASK or to BntBr quMtionaxr* r»»ult«. I* you w*nt to *oo 
^ oi/t«" inv.niorJ th.t you h.v. compjl.d th.n you .hould ..l.ct 
;NvS5^5"^ rrjiu i.nt to^nt.r th. r.;ult. of compLfd qu..tionair.' 
than you should ••l«ct SURVEY. 



0 - HELP <how to u«» this m»nu) 

1 - INVENTORY («dd • job/t*«k inventory) 

2 - SURVEY (add qu»«tion*ir» r»«uU«) 

3 - MAIN (r»turn to MAIN MENU; Bxit th» systBrn) 



TYPE the numb»r to indicat* your choic* OR 
PRESS <r«turn> to go back to th» pr.viou* p«g». 



Figure 27 



We will look at the results of selecting each option. 
Because a Job/task inventory must be in the database before. a 
survey can be conducted, we will begin with the INVENTORY 
option. This i-- also the option you should select if you want to 
modify an existing job/task inventory. 

Adding a Job/Task Inventory 

Selection of the INVENTORY option result^ in the display of 
the [Inventory] menu shown in Figure 28. You need to decide if 
this is a new Job or an old job: a new Job is one for which no 
Job/task inventory exists in the COMTASK database; an old Job 
refers to a Job for which a job/task inventory has been entered 
any time from the previous day to one entered several years ago. 
For an old Job you will be modifying an existing Job/task 
inventory. For a new Job you will be entering data for the first 
time. 



BEST copy AVAIWBLE 

43 



^A^r^ui'iov 27 10,38 ic,e4 MENU "SER. ....pl- 

INVENTORY INFORMATION 
Th. lob/ta.k inventory you Ni.h to .nt.r i. .ith.r 4or . nf ' 

an •KiBting job/ta«k tij^Bntory. 



Your Choi OS ar>i 

0 - HELP <how to u«» this m»nu) 

1 - NEWJQB (•ntBr job/ta«k inventory 4or a nmm job) 

2 - OLDJOB (modify an •xisting job/ta«k invantory) 

3 - MAIN <r«turn to MAIN MENU| axit the ayatem) 

TYPE tha number to indicate your choice OR 
PRESS <return> to go back to the previous page. 



Figure 28 



If you do not know whether there is a job/task inventory in 
COMTASK for your job, then type <Jobtitle8> and press <RETURN>. 
This will direct you to the [Jobtitles] menu where you can get a 
complete list of all job titles in COMTASK. After you have the 
list of titles, type <Inventory> and press <RETURN> to get back 
to the menu shown in Figure 28. 

We are going to enter the job/task inventory for the Job of 
word processor. This job title is not in COMTASK, so we select 
the NEWJOB option and press <1>. The first two lines in Figure 
29 are displayed on the screen. Press <RETURN> and the third 
line is added to the display. After a few seconds. Figure 30 is 
displayed . 



Lafa get started 

Preaa <return> to continui 

working. • . ■ 



Figure 29 
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ADDi ESC •: ccutCB. DEL Aborts. 

CTRL P ♦or pr»viou» v«lu». CTRL W lor h*lp. 



Job Titli 



Job Titl* t 
C 



Ent»r th» job n«fn», 70 ch«r«ct«r» riak 



Figure 30 



Type the title of the job you want to enter. It will appear 
In all uppercase letters on the screen. At the bottom of the 
screen are the words "Enter the Job naoe, 70 characters max." 
This means that the Job title can contain a maximum of 70 
characters when. When counting characters, remember to count 
both letters, numerals, spaces, and other symbols. As you type 
in the Job title, in this case the title Is WORD PROCESSOR (« 
total of 14 characters). It Is displayed on the screen In 
uppercase letters as shown In Figure 31. 

When you have finished typing the Job title, press the <ESC> 
key. This executes this phase of the program. You will see the 
message "Program over" on the screen as shown In the first line 
of Figure 32. Do not worry. This Just means that this phase of 
the program Is complete and the program Is moving to the next 
phase. 

Before we continue, look at the top two lines of Figure 30. 
Four typing aides are given, one of which we have already 
mentioned. The <ESC> key executes the program. The <DEL> or 
<DELETE> key aborts the program; It should only be used If you 
want to stop the program and you will lose all the data that you 
have entered. <CTRL W> (hold down the <CTRL> key and press the 
<W> key) will provide a list of 16 special keys. For example, 
<CTRL A> allows you to Insert letters and <CTRL X> lets you 
delete lettera. 
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ADDt ESC •;.»cutM^ DEL •bort»^ 

CTRL F for previous v«lu»« CTRL W 4or hmlp 






Job yit\m 






^^^^^^Job Ixtlm I 4 


















■ . ^ 






Ent»r th© job n«m», 70 ch«r«t#r« max 

< 






Figure 
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ProgrMi ov«r» 






N«Mt you ars •ntar Contact InforMtion 






PrMft <r»turn> to continuo 






Figure 


32 





Suppose you had typed WORL PftQCESSOR instead of WORD 
PROCESSOR. By using the arrow or cursor keys <-^> or <♦-> you 
should position the cursor over the letter L. Type <CTRL X> and 
the L will disappear. Now type <CTRL A> and then <D> and a D 
should appear in place of the missing L. We will use these keys 
more when we modify a Job/task inventory. 
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He now return to the messages in Figure 32. The display 
asks us to press <RETURM> in order to continue. He do^ and after 
a few seconds, the display in Figure 33 appears. 



ADDt ESC •M»cutM. DEL abort*. 

CTRL P 4or pr»vtou« value. CTRL W 'for hm\Q 

Contact ln4 or mat i on 


• 


tl li t.contact -filw^^ 


Job Titl* t 

CHORD PROCESSOR 




1 


Contact nam* t I 
Address 1 C 






Citv 1 ^ •a 
Stat« t t 3 
Zip Code t C J 
T»l»phon» no t C < > " 






30 character* max 






Figure 


33 





In Figure 33 you are to enter the name of the person that 
should be contacted if there are any questions by the COMTASK 
staff about this Job/task inventory. Notice that the Job title 
is already filled in. You should enter the appropriate 
information on each line.. Press <RETURN> to end the entry for 
that line. 

In Figure 34 we show a partially completed screen. The 
telephone number has not been completely entered. You will have 
to type the parentheses and the hyphens in the telephone number. 

When you have completed the contact information, press 
<ESC>. Again the message "Program over" is displayed to indicate 
that you have completed the second phase. The display in Figure 
35 shows that you are being asked if you have D.O.T. information 
for this Job. If y(»u do, type <y>, if not, type <n>. 

He have D.O.T. information for our Job. He respond with a 
<y> and after several seconds sec the screen shown in Figure 36. 
We are to enter the D.O.T. code number, title, and description. 
The cursor is positioned inside the left bracket of the line 
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UPDATES ESC •H.cutM. DEL „ It contact Ulmtt 

CTHL P for pr«vlou» v«lu». CTRL N for n.*p. 

Contact Inforiiatlon 

Job Titl* t 

CWORD PROCESSOR 

♦ 3 
Contact nam. i "o^" J^*?^^* 3 
AddrMtt • C*28 CUxton Addition 3 

Addr»«« ■ cunlv«r»lty of T»nnM»M 

City I CKnoKvillw ^ 

fi^Ata t CTN3 
Up cod. I C31996-34003 
T»l»phon« no i C (615) - ^ 



•nt»r «rM cod» »l»o 



Figure 34 



n 



rrogram ov»r. 

Do. you h«v» th» D.O.T. information for this job? (y or 
Now pl*«s* BntBr DOT information r»quMt»d 
Prase <r»turn"' to continue 



Figure 35 



labeled "D.O.T. Code: . 
message that this must 
to type the period and 
shown in Figure 37. 



At the bottom of the screen is the 
be in the form You will have 

the hypen. A partially completed entry is 
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ADDt CSC •V:«cutM« DEL abortft* 

CTRL 4or previous value. CTRL W for help* 



Job Title t 

CMORD PROCESSOR 

b.O.T. Code t 
D.O.T. Title t 

D.O.T. Deec i 



tl it dot filetl 
D*0*T* Information - screen i 



3 
1 



mumt be o4 the form 



Figure 36 



ADDt ESC enecutee. DEL «borte. 

CTRL P for previous value. CTRL W for help. 



tt it dot filett 

D.O.T. Information - ecreen i 



Job Title t 

CWORD PROCESSOR 



D.O.T. Code t 
D.O.T. Title t 

D.O.T. Desc t 



203. 362-01 BD 
WO.^D PROCESSOR 



3 

3 



Operates computer terminal and compile* data 
to produce buminema, scientific, or technical repo 
rts and publications in prit-like lormat. Revie.#s 
sorce documents^ such as 



Figure 37 



When you have completed your entry, press <ESC>. If you 
examine Figure 37 you will notice several typographical errors. 
All errors should be corrected when they are typed. But, these 
were not noticed and so they will be corrected by modifying these 
entries using the OLD JOB option on the [Inventory] menu (Figure 
28). 
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You now have the option of entering the CIP information. 
The CIP entry, with typographical errors, is shown in Figure 38# 

When the CIP data has been entered, and the <ESC> key has 
been pressed, you are ready to type in the equipment list* The 
next three figures indicate how this appears* In Figure 39, the 



AODt E8C si^KutM. DEL aborts. 

CTRL P for pr«viou« valu*. CTRL W for h»Ip. t$ It cip iilmtt 



CIP Information *>«crMn .1 



Job Jitlm I 

(WORD PROCESSOR 



CIP Cod* I 
CIP Till* I 
CIP Dmc I 



C 07 .0608 3 




Figure 38 



ADDS ESC cxKutM. DEL aborts* 

CTRL P for previous valu»'. CTRL W for h»lp. 



%n it •quip f\l»tt 



Equipment Information 



Job Titlm 

CWORD 



PROCESSOR 



3 



Equipment i 

Equipmmnt i 

Equipment i 

Equipment i 

Equipment i 

Equipment i 

Equipmmnt i 

Equipmmnt i 

Equipmrnnt i 

Equipment i 

Equipment i 

Equipment i 

Cquipmmnt i 

Equipment i 



CAdding machine 

CAddrMftinq mquipmrnnt 

CAutomobil* 

CBindmr, spiral 

CBindmr, thmrmal 

CBuratmr^ machinm 

CCalcuIatort nonprogramablm 

CCalcuIatOTi programabl* 

tCalculator, t«n-digit print/diaplay 

CCaaamttm playvr 

CChKkMritmr 

CComputar^ msin fram* 

CComputar^ micro or personal 

CCollator, automatic 



90 charactmrs max 



Figure 39 
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first 14 pieces of equipment have been typed. A <RETURN> was 
pressed at the end of each line. When 14 pieces of equipment 
have been entered, we press <ESC> and get the message in Figure 
40. We have more equipment to enter and so respond with a <y>. 

In Figure 41 the equipment list continues to be entered. 
When we have typed the last piece of equipment, we press <ESC> 



Program ov»r. 

Do you wish to add mor» •quipmvnt'' (y or n) y 
working* • • 



\ 



\ 



Figure 40 



ADDS ESC •xvcutM. DEL aborts. 

CTRL P ^or prsvioua valua. CTRL W ior hslp. 



$9 It vquip filstt 



Equi pAsnt Inf or mat i on 



Job litis I 

tWORD PROCESSOR 



Equipmsnt i 

Equipmsnt t 

Equipmsnt t 

Equipmsnt t 

Equipmsnt t 

Equipmsnt i 

Equipmsnt t 

Equipmsnt i 

Equipmsnt i 

Equipmsnt t 

Equipmsnt t 

Eiquipmsnt t 

Equipmsnt t 

Equipmsnt t 
50 charactsrs 



(Collator » ssmi -automatic 
tCopy machins 

CData sntry and rstr isval dsvicss (CJRTs) 
CDscoUator machins 
CDictation machins, sndlsss loop 
CDictation machins, phons-in 
CDictation machins, portabls casastt» 
CElsctronic mail cart 



ma:: 



Figure 41 
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and respond with a <n> when we are asked if we have more 
equipment to enter^ We next see the display shown in Figure 42* 



Each task is associated with a dUty* The message in Figure 
42 indicates that you are going to next enter duties and tasks^ 
This will be done one duty at a time* For example, you will be 
asked for the name of a duty as shown in Figure 43* You type in 
the name and press <ESC> • 



Program ov»r. 

Do you to add morm •quipmvnt? <y or n) n 

Hmxtf you way proc#«d to mntmr dutlM and tasks 

^ir«tf you Mill tm proinptvd 4or a dutynam* 

th»n, you will bm prompted for ta»k» in that duty 

aft»r you ar» fini»h»d with that »crMn, ^rm%% thm 

ESC k»y, and you will tm prompted for »ub»»qu»nt 

actions 

Prm%% <r«turn> to continu* 



Figure 42 



ADDS ESC ffxvcutM. DEL aborts* 

CTRL P for previous valu«« CTRL W for h«lp« 



t$ It duty fil«t« 



Duty Information 



Job Titl» I 

CWORD PROCESSOR 



1 



Duty nam» t 



tSupvrvittlng/Training 
t 



1 
1 



120 char«tt«r« max 
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As before, you get the message "Program over, working. . . 
This is shortly followed by the message "Now pl6ase enter task 
names/press <return> to continue." After you press <RETURN> the 
display shown in Figure AA comes on the screen. 

Notice that the duty title Is the one you entered in Figure 
43. You now enter each task and press <RETURN> at the end of 
each entry. After you have entered the sixth task, press <ESC>. 
You will be asked the question (line two) in Figure 45. 



ADDi ESC •K«utM. DEL aborts^ 

CTRL P ior pr«viou« v«lu«. CTRL W for nmip. 


ft ft tt ^A«k f list 9 


. 1 
# » 




Ta»V Information 

* 






Job ntlm 1 

CWORO PROCESSOR 




3 


Duty t 


CSup*rvi»ing/Training 






T«ftk t 


CR»vi»w work o4 other » for 






t 








TAfik t 








Tafti: t 








J^%V t 








J^%i t 








120 character* max 







Figure 44 



Program ov«r» 

Do you mimh to add more ta»k« in thie duty' 
Do you wish to add more duties? <y or n) 



(y or n) 



Figure 45 
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If yo(i want to continue to add tasks to this duty, you 
respond with a <y>.. If you respond with a <y:>-,*you will again 
get the screen sho*^n in Figure 44. When yot|^ have entered the 
last task for the duty, respond with a <n>.* A response of <n> 
will bring the question on line three in Figure 45. A response 
•of <y> indicates that you have more duties to enter. You aret 
shown the screen in Figure 43 and continue to follow the 
process. When you have entered the last task, you will answer 
this question with a <n> and be returned to the (Inventory) 
menu. We are now ready to correct any typographical or other 
errors we made in the original entry or to add more data. 

Modifying a Job/Task Inventory ^ . 

• In order to modify a Job/task inventory, we first reach the 
[Inventory] menu by using the procedures described earlier. The 
OLD JOB option is selected to get the screen displayed in Pi^re 
46. Notice that you can select the area you want to modify. 

Suppose you want to correct the CIP information shown in 
Figure 38. Press <3> and you will get the first three lines in 
Figure 47. After you press <RETURN> you get the display in 
Figure 48. 

The CIP description you want to modify is. for the job of 
worii processor. Typ,e WORD-PROCESSOR and press <ESC>. As usual, 
you will ^et the "program over" message shown in Figure 49. 
Notice that you are then asked if you want to add new information 
or^ modify information that currently exists. 



COldjObl 

DATEt Tu» Nov i7 ll$09 1984 



MENU 

hOOIFY AN EXISTING JOB 



USERt •K«mpl» 



COMTASK AlloMft you to modify « ^ob/t«»^ Inventory in th» d«t«b«»», For each 
jOb in COMTASK yo^ may altwr any o4 thm following arMft oi informationi 

Contact Information 

D.O.T. TiVl»f Cod», and OMcription 
• • CIF Titl», Cod», and DMcription 

Equipmant 

Dutiaa Mith Taaka for aach Duty 



Your Choi cam arai 
0 - HELP 
1 
2 

5 - DUTY/TASKS (to modify duty with taaka) 

6 - MAIN 



CONTACT 
D.O.T. 
CIP 
EQUIP 



^how ta uaa this manu) 
(to modify contact information) 
(to modify 0.0. T. information) 
(to modify'' CIP information) 
(to modify aquipmant) 
(to modify duty with t.w^w, 
(raturn to tha MAIN MENU|i axit tha ayatam) 



TYPE tha numbar to indidata your choica OR 
PRESS <raturn> to go back to tha pravioua paga. 



Figure 46 
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You will 4xr%t bm prompted lor the job nmmm ^ a 

Enter the jPb 4or which you wifth to modHy the C.I.P. information 



Pre»ft vreturn> to continue 
working* • • 



Figure 47 



AODi EfiC executes* DEL aborts* 

CTRL P for previoum value* CTRL W for help. »t It job file$$ 



Job Information 



Job Title t 

(WORD PROCESSOR 



Enter the jobname, upto 70 characters al lowed 

Figure 48 



We want to modify the last entry so we respond with a <m> 
andp when prompted, press <RETURN>. After a few seconds the 
previous -information we had entered is displayed as shown in 
Figure 50* 
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Program ov«r« 

Do you Mish to Add a nOM C«X*P, or modify th« •xisting information? Ca or m) m 
N«>:t, you mill bm shown th« Information to modify 
Matr* Mhat«v«r changas you ««lsh» th«n prm%% th« ESC kmy 

Prm%% <raturn> to continue 

MOrking,,. 



Figure 49 



UPDATE! ESC •::»cut»a« DEL aborta» 

CTRL P for previous valuv. CTRL W for halp. 



9$ It cip filatt 



CIP Information - aclraan 1 



Job Tltl« I 

tWORD PROCESSOR 



CIP Coda 
CIP Titli 
CIP Daac 



t07.060B3 

CWORD PROCESSING ' ' t 

C Word procaaain i« an instructional program thJ 

tat praparas individuals to adit and produca writta3 
Cn communication utilizing spacial-purposa machinasJ 
t to corract, format, and print information. CIP 03 
C7.0303 is a ralatad instructional program. 3 

3 
3 
3 
3 
3 



I 



' Figure 50 



The only error that we see is with the second word 
"processin • " This needs a "g** on the end# (Several wofds are 
split* For example, the word •'tttat** is^split with the "th" at 
the end of one line and the ''at" at the beginning of the next* 
This is a function of the entry program and is not an error*) 
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There are three key-stroke combinations that we can use to edit 
an entry . 



<CTRL X>: Deletes a character 

i; ... 

<CTRL A>: Insert or stop inserting characters 



<CTRL D>: Clear to end a line. 

We will use the arrow keys to position the cursor in the 
correct position before we press one of the above combinations. 
Remember, <CTRL A> means hold down the <CTRL> key and press the 
<A> key. 



The editor program, at the current 
This presents a few problems and causes 
it is better than retyping the entire entry. 



time, is a line 
some additional 



editor, 
work but 



In 



Position the cursor where you want to make a change, 
case we position it at the space between ••processin" and 

We want to insert the letter "g". We press <CTRL A> to 
on the Insertion feature and type <g>. You will notice that 
is placed at the end of the word "processin'' 
characters are 
the "h" at the 



this 
••is" 
turn 
a "g 



and all of the 
shifted one space to the right. Unfortunately, 
end of the line is lost (see Figure 51). 



UPDATEi ESC •x»cut»m, DEL abort*. 

CTRL P 4or pr«yioum valu*. CTRL W ior h«lp. 



tt It clp iilmtt 



CIP In^oriration - mcrMO 1 



Job Till* I 

tWORD PROCESSOR 



CIP Cod* t 
ClP Titl» I 
CIP Dvsc t 



C07,060B] - 
CWORD PROCESSING ' ^ . ^ 

C Word procMSing is «n instructional program tJ 

tJLt pr*p*rM individuals to pdit and produc* writt»3 
Cn communication utilixmg sp»ci*l-purpos» machines] 
C to correct, format, «nd print information. CIP 03 
C7.0303 is « rpl«t«d instructional program. \ 
t 
C 
t 
t 
t 
C 



1700 characters max 



Figure 51 
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We will have to insert the "h" at the beginning of the next 
line. That, of course, will force the "e" at the end of line two 
to disappear, and it will have to be Inserted at the beginning of 
line three. If a line ends with a space, remember to insert that 
space at the beginning of the next line. 

Deleting a character is a similar process. Position the 

cursor over the letter to be deleted and press <CTRL X>. To 

delete all the characters on a line to the right of the cursor, 
press <CTRL D> . 

When you have completed editing the display on the screen, 
the display should look like that in Figure 52. You can now 
press <ESC>. You will be asked if you want to correct the next 
record. Thus, if the CIP description was longer than could be 
displayed in one screen, we would respond with a "y" for yes. In 
this case, we have completed editing or modifying the CIP entry 
and so we respond with an "n" and are returned to the [Oldjob] 
menu (Figure 46). If you have corrections to any of the other 
entries such as the equipment list or perhaps the duty/ task list, 
then select the appropriate option. 



UPDATE: ESC •K»cut»«. DEL abort*. . ^4,..* 

CTRL P 4or pr»viou« valu*. CTRL M 4or help. t$ li cip *il»t« 



CIP Information - BcrMn 1 



Job Tltia t 

CMORD PROCESSOR 



CIP Cod* t C 07.06083 

ClP Titl* I tWORD PROCESSING J 
ClP Dasc t t Word proc»««ing i« an instructional program t3 

that pr»parM individual* to Bdit and produc* writtl 
Can communication utiliiing •p»ctal-purpoM «achin»3 
C« to correct, format < and print information. CIP J 
t07.0303 i* a r«lat»d in«tructional program. 3 

1 i 



Figure 32 



Entering Questionnaire Results 

A job/task inventory may be entered into COMTASK either 
online, as described in the earlier section of this chapter, or 
it may'be mailed to COMTASK for the staff there to enter. In 
either case, the inventory will be checked to eliminate or 
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correct duplicate tasks, correct data not consistent with data 
already in the database, or modify data that does not follow the 
guidelines in the COMTASK Manual . When the inventory has had all 
of these changes completed, it can be used to prepare a set of 
questionnaires* 

These questionnaires are administered to people who work at 
this Job. It consists of two parts. One part asks some 
demographic data about the worker; the other part asks which 
tasks are performed and what equipment is used to perform the 
task. A second questionnaire is sent to the emp loy ee ' s company 
for some demographic data about the company. (Sample copies of 
all of these are found in the Appendices of the COMTASK Manual .) 

Once you have all the completed questionnaires, you are 
almost ready to enter the results into COMTASK. First, group 
each worker questionnaire with the corresponding company 
questionnaire. You will be first entering one company's data and 
then the data for each of that company's workers; when finished, 
you will enter data for a second company and its worker's 
responses, and so on. Now you are ready to begin data entry. 

You should follow the procedures described earlier to login 
and reach the [Addinfo] menu (See Figure 27). The questionnaires 
were completed as part of a survey and so you should select the 
SURVEY option. This will direct you to the [Survey] menu shown 
in Figure 53. 



ol^EnJ. NOV 27 U.24 19B4 «ENU USER, .K.mpl. 

SURVEY INFORMATION 

Th» Information you mi%h to ©nt.r i% th» rm%ult o4 * •urv.y 
admini»t*r»d'by you ior « •pacific job titl». Compl»t»d 
QuMtionalrM should tm grouped by company with ©ach company 
iorm foUoN^d by th. qu.mt lonalr.s 4or that company • •^^Pj^V*"- 
Th* data you add should 4nclud» company information and worker 
information including th. dutiM and task* p»rform»d and thm 
•quipmvnt ummd by vach worker. 



Your choiCM ar«f 

0 • HELP <^ow to uM this mmnu) 

1 - COMPANY (add worker information for a company) 

2 - MAIN (return to MAIN PCNUt •x\t th* %y«t«m) 

TYPE thm number to indicate your choice OR 
PRESS <return"' to go back to the previous page. 



Figure 53 
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The [Survey] menu differs somewhat from other menus in that 
there is only one direct option. Press the <1> key if you are 
ready to enter the survey information. You will soon see the 
display shown in Figure 54 and, after you press <RETURN>, you 
will get the display shown in Figure 55. The job we want is that 
of word processor and so this is typed into the space for the job 
title in Figure 55. 



Pl««m« •nt.r thm n«m. of thm jOb about which* you 



Add »urv«y information 



PrM» <r«turn> to continu* 



Figure 5A 



ADDt ESC ffxtfcut**. DEL Aborts, 

CTRL P for previous v*lu«* CTRL W for h«lp« 



$$ It job fil«it 



Job Information 



Job Titl« t 

CWOfcD PROCESSOR 



Enter the jObname, upto ' char*ct»r« allowed 



Figure 55 




Go 



When you have entered the Job title, press <ESC>. You will 
get the usual "^Program over* working. • message* This is 
followed by a request to press <RETURN>« Shortly the display in 
Figure 56 is on the screen followed shortly by the one in Figure 
57* The first item, the title of the Job, has already been 
entered* 



Fro9'"«m over, 
wor^ ing* • • 

Now. enter in4orm^»tion Abojt the company 
Presm « return to continue 



Figure 56 



ADD: ESC e::ecutefi. DEL aborts.- 

CTRL P for previous value. CTPL W 'for help* 



»l tx t.company filett 
Company Information screen 1 



Job Title t 

CWORD PROCESSOR 

Company description i 



State in which situated s 
County in Mhich situated i 

No o4 employees in Company i 
(See options beloM) 



i 3 
C 



C03 



ApproKimately how many people at this company haye this job title ? CO 
Company Survey Date I COO/00/003 

100 characters max 



Figure 57 
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On the second line you should type in the description of the 
company front the last page of the company survey. There is room 
here for two entries, one on each line, for those companies that 
are unable to select only one. The next entry is the two-letter 
post office abbreviation for the state in which the company is 
located. This is followed by the name of the county where the 
company is located. A one-digit code for the size of the company 
should be entered. The code is given at the bottom of the 
screen. Last, you should enter the date the survey was 
completed. The current date is automatically printed in this 
space. A completed version is shown in Figure 58. 



ADD: ESC e-ecutes. DEL #bort«, 

CTRL F 4or previous v«lu»« CTRL W ^or h»lp« 


tt It 


t^company f i left 




Company 


Information - screen 


1 






Job Title t 

CMOI^;D PROCESSOR 








3 


Company description i [Primary metal industries 

t 






3 
3 


Etate ir. whlc^ tituated % 
County 1 r, w^JC^ Situated % 


CTN3 

CDavidBon ] 








No empl Drees m Cotnpany % 
(See options below) 










ApproKimately how many people 


at this company have 


this 


job title 7 C4 




Company Survey Date i 


coe/27/a43 








100 characters ma:; 











Figure 58 

Proofread thi? carefully. You will not have a chance to 
correct it« When you have finished, press j<ESC>. You shouM 
the usual "Program over." message, and after you press <RETURN>^, 
you get the display shown in Figure 59. 

The first two items — the title of the job and the company 
description — will be entered from the information previously 
obtained. Most of the reaalnder of the information is obtained 
from the "Worker Background Information" page of the worker's 
questionnaires. Look at the display'in Figure 59. This worker 
has the job title of "word processing specialist", has had this 
job title three-years-and-four-months, has been with the company 
for 18 years, is a 37-year-old female with 13 years of education. 
When you have entered all data correctly, press <ESC>. If you 
want to make corrections on a previous line, press <RETURN> until 
the cursor reaches that line. 
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After you press <ESC>, you will get the display shown in 
Figure 60. Read the message and then press <RETURN>. 

O t 

The equipment list will be displayed (see Figure 61). It 
should be the same list that was on the questionnaire. You 
should check this carefully because you will be entering the 



T 



ADDj esc I? ecutes. DEL »bort%» 

CTRL F ior prc'ious vdlue. CTRL W 4or hmlp. »» It t.wor^•r 

Wo'' i et^ In-f oi^mat 1 on 

Jot litle J 

CWOf^D PROCESSOR 
Compiiny Description i 

W^at 16 your job title*" 

C WOF D F P OCESS I NCi 5P EC I AL 1 ST 
How :Dna h«»v© VOL- hac? this jOt tltle'^ CT ^1 ve^r* «nd f 3 mc-t»-=£ 
How long h^vB vOu* wO' I ?d ^cr this compan/'^ tlEJ years and 1 rr,or.th% 
What 1% your %m''^ CF J 
What your age" yearm 

HoM many year* o^ education have you finished? U33 



3 

CPrimary metal induetriee . ^ 

C 3 



Figure 59 



Program over* 

To enter the responses of the worker, the system Mill prompt you 
In a format similar to that of the questionnaire. Accordingly, this 
Mill be line-oriented, rather than ecreen-or iented. Note t When you 
enter a number, you must type a space or press <return> after it 
to indicate the end of the number! 

First you Mill be tshoMn the equipment list* Then you Mill be prompted 
to alter it to match the one you have, if necessary 

Press <return> to continue ' 



Figure 60 
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number for each piece of equipment in much the same way as the 
people conducting the questionnaire* You could delete some of 
the equipment but this will alter the numbering so that it will 
not correspond with the questionnaire; therefore this practice i 
discouraged* You also have the opportunity to add any pieces of 
equipment that the people who took your survey added to the 
list* When you are finished, press <RETURN>. 

You will next be shown the duties and tasks for this job 
(see Figure 62)* After each task is the word **Choices : • Type 



1. X do not pmriortr this t«ft^ 

Z* I do this ta6^ • bvt no equipment i% used 

'l per4orff. this t*B» «nci use the following equipment. 
Ch*ir 

r-;- Order' 4ortT, 

7. Pencil 

8. fouler 

9. Telephone 

10. Typairfrit^r 

11. Word Proceeeing work station 

Do you wieh to delete any o^ the above item*? (y or 
Enter the number o^ the item you wi*h to delete 

presft carriAQe return *Mer entering the number 
Enter juBt carnage return to quit 



Now* tas^namee will be displayed 'for each duty* 

A'fter each tas( • you will he prompted 'for Choices 

Enter the numbers as in the questionnaire* separated by blanks 

At the end O'f the list o4 choices^ 

you must press carriage return twice to show vou are through 

14 you wish to correct a previous srrort please wait till the end o^ the duty* 
Then you will be given an opportunity to revise those entries 

Press •'return * to continue 

JQh t MORD PROCESSOR 



Duty I Performing secreterial /cl er ical activities 



Ff-e«« - return' to cont,ir..u«r 



EOtLlTMrNT LlVT 



Figure 61 



INSTRUCTIONS 



Tast' I Order supplies for o^^ice from outside supplier 
Choices t 3 4 7 



Ta&^ } ha^e travel arrangements 
Choices I 



Figure 62 
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the numbers for the equlpnent that this worker used. Separate 
each number by a apace. Press <RETURN> twice to go to the next 
task. 

When you have finished entering the equipment for the last 
task in the duty, the screen will display the series of questions 
at the bottom In Figure 63. Here you can add additional tasks 
written in by the worker, return to correct a previous entry, and 
Indicate If you have another worker's questionnaire to enter. 



JOE< t WOFiO ^-ROCESSOP 



Duty t Planni ng/Organizing/D*»igning 



Task t n«k* traval arrangamants 
Choicas t 

Ta»l t Plan layout o4 matarials to ba printad 
Choicve t 

Ta»^ I Flan individual MOrk schsdulc 
Choicas t 

Task t Prion tiz* Mork 
Choicas i 

Do you Mish to add frash tasks? (y or n> n 



Do you Mish to maka any corractions to tha antrias 'for thasa tasks? (y or n) n 
Do you Mish to add nora Morkar information? <y or n) n 



Figure 63 



Conclusion 

This chapter briefly describes the procedures that should be 
followed for adding a Job/task Inventory to the database. 
Instructions show how to add the results of the worker 
questionnaire Into the database. r -.^ 
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CHAPTER VI 
HELP PACES 



Each »enu In the dat.b.se contains a Help P»8e which further 
exDlalns the options avaUable. If you are '"""'i*. 
choices that appear with a given .enu, then consult the Help page 
for rhat aenu. '"Keep In mind that a Help page s not » 

-^rh^rc^::: "¥ir::ir^agrori/;i:riresiii:h:rcrai?f uon 

select ion • 

HelD Da«e8 are available for all of the menus. The format 
nf a Selo Da«e will always have the word HELP In t^e center of 
line 2! iKe'complete menu name of the Help page will appear 
directly below the word HELP. 

The left-hand corner of line 1 contains the ""^V'^^J 
f)M. for the Help page. As with the Menu pages, the abbreviated 
'ti'ti: {"sW'leT^l LLuets Each "J^^"//-^^,^ iSb?:5:a?:r nane 

!rid:rtJc:i''ro"iJrc::^^;poirinr::i:".:«" r s^rir^' 

fTaskZ'l. vcu can use. the abbreviated name to directly 
ienu Help page from any place In the system. 

AS was true with the Menu pages, line 2 contains the current 
date and t!™e at the left, the word "MENUV in the cent r, aud the 
LrH "USER-" and your user I.D. at the right. The text 

: ta/nin 'thrSelp page «PPr%^f ^^^rforili Usl'^'^* 
example. Figure 64 contains the Help page for [TitlesJ. 

Thprp are two ways to access- the Help page' for a given 
There are two ^ay« ^ ^ that is displayed 

:n;e r^: ^ h n ' l": %rS€LP option by pressing the zero 
<S> key If Jou want the Help page for a.y menu, it can be 
^!rhu tvolne the abbreviated menu rarae followed by a 
1 n'Lr^i^'d passing <RETbRN>. For "a»ple If you ave 

-:.'^i-isirn!-y"p: <s:i"rrnd"rrers"<RE;5RS>/-^ 

^^^^-e.llowlng.^an ?JSTA^.^;:trba::"u^"tnToa:d-lL 
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JOB TITLES 

Thi. mmnu mill h*lp identify .11 tltl.m in th« COMTASK' d.t.b.... If you 
N.nt ior. information .bout th. job titl.m PRESS <l>. Thi. miW fkm you to 
th« m«nu for jOb titl.m and ^ill pr.Mnt m.v.r.l choicm for th. output 
fS^m.!. For information .bout O.O.T. titl.. PRESS <2>. ^•^^t'S'^A'^o 
output format bas.d on D.O.T. titl.. .nd cod., will *PP.*r. PRESS <-> 
acc... . «.nu which contain. ..v.ral choic. for obtaining output about CIP 
titl... R.torn to th. Main m.nu by PRESSinO «>• ^ ^ ^ 

Th. COMTASK listing, of jOb titl.., D.O.T. titl.. .nd cod.., and CIP titl.. 
and cod., contain th. .^ac^ phra.ing, .p.lling and nom.rical ..qu.nc. n..d.d 
to &CC... information from oth.r m.nu. in th. d.taba... 

FAILURE TO KEY IN A TITLE AND/OR CODE EXACTLY AS IT APPEARS IN THE COMTASC 
LISTING WILL RESULT IN THE SYSTEM BEING UNABLE TO LOCATC A JOB OR ANY 
INFORMATION ABOUT A JOB. 

To acc... .ny of th... option., you must fir.t PRESS <r.turn> to go back to th. 
mrnu and th.n ..l.ct your option. 



Figure 64 



appears on the screen. HELP is option 0, as in all the menus,. 
Since you want an explanation of your options you press <0> 
(zero). The Help page shown in Figure 65 appears on the screen 



V 

M?El'Ti:-iov 27 11,38 1984 HELP USER, .xampl. 

C0MTA8K DATABASE BULLETIN BOARD 

Thi. m.nu allow, you to b.gin th. proc... of u.ing th. CQMTASK .y.t.m. 
YOU nirch S iJforiJtrS that hi. b..n .tor.d in COMTASK or you "-V •••^^ 
n.H .Ob ana),y»l. information -to th. d.taba... You may- cr.at. f.ct. .uch a. job 
titl.., duti.., ta.^. and .qu4p«wnt or you may, updat. a job with a n.w .urv.y. 
You may ..arch job information including job titl.., ta.k li.t., «»"*y iJf**' . 
.auipm.nt 'll.t., O.O.T. cod., and titl.., CIP cod.« and titl.., .nd .tati.tlcal 
of job .naly... in th. COMTASK databa... PRESS<1> for th. JJJ'- 
to .tart u.ing th. databa... To chang. your pa..word, PRESS 2> •"«• follow tp. 
dlr.ction.. PRESS <3> to r.vi.w « li.t of .p.cial command, and k.y. to 
manrpulat. th. d.taba... E.it th. databa.. by PRESSing <4>. To acc... .ny of 
th... option., you MUST fir.t PRESS <r.turn> to go back to th. ».nu and th.n 
..l.ct your option. 



Figure 65 
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This Help page gives additional descriptions of the options 
available on the (Bulletlnl nenu. To activlte any of the choices 
vou must return to the [Bulletinl m^nu. Do this by pressing 
<RETURN>. The Hel^ page [Bulletin?] indicates that four choices 
are available through this »enu. Press »<l> to access the Main 
menu. Press <2> to change your password. Press <3> to review a 
special list of connands and keys to nan^pulatp the database, or 
press <4> to exit the database. 

Suppose you want to start using the database. The Help menu 
Just described indicates that you should press <1>. When you 
press <1> the computer "beeps" and flashes the phrase "Sbrry, 1 
is not an available selection." What happened? Look at . the last 
line of the [Bulletin?! page. You forgot to press <RETURN> 
before you pressed <1>. 



Now, press <RETURN> and then press <!>• The menu shown in 
Figure 66 will appear on the screen^ 



DATETVue Nd> 77 lit 11 1984 MENU USERs •:;ampl» 

m 

1 MAIN 

Wf^lcome tc COMTASI , COMTASJ has 4e*tur©6 end xn^formation othat may be helpful 
to vou iri th» ar©a q4 ^ob analyBi*. 



•Your Choi CM ar^i 

0 - HELP (how to this m»nu) 

1 - SEARCH (Obtain info»"mation irom th» COMTAS» databa*©) 
r - ADDINPO (add n»w \n4or motion to th» COMTASK databaM) 
7 - MAIL (leav« a m^Bftage 4or the COM'^AS» ata'f^) 

4 - EXIT (•;:lt th» COMTASh »ytt»in) 

i 

TYPE th* number to indicate your choic* OR 
PRESS <r»turn> to/ go back to th» pr^vicium p«g»* 



t 



Figure 66 



Again, option 0 Is the Help page. If you Want to obtain ^ 
more information about the' choices aval,lable through the IJa^n 
menu, press <0>. The Help page for the Main menu, (Main?), 
appears on the screea (see Figure 67). 

This Help page informs- you that five choices are available 
through the. Main mend, You can continue to search through the 
database by' pressing <1>. OptioTi 2 allows you to add new 
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DATEt Tu» Nov 27 llt39 1984 



HELP 
MAIN 



USER I •x«mpl» 



Th» main •••nu providM you with iivm choicM. This is thm ^^[•^ •^•f 
using thm COMTASK d«t«b«ft9. To »Mrch thm d«t«b«ft» for thm job titlM in 
COMTASr or oth»r job information in COMTASK, PRESS <l>. U you want to Add « 
n»w jot, or upd«t«/«tt«ch additional information to • jOb alrMdy in thm 
COMTASr datjiba»». PRESS <2>. Vou can mmnd thm COMTASK staff a msssag* bv 
PRESSing <3>* PRESS <4> to Isavs or sicit ths systsm. To accsss any of thMS 
options, you MUST first PRESS <rsturn> to go back to ths msnu and thsn sslect 
our option. 



YOU CAN EXIT THE DATABASE FROM ANY PLACE IN THE MENU SYSTEM BY TYPING 
Do not typs ths brackets* 



OR <q> 



Figure 67 



infortnatlon about a job In COMTASK or ^to add a new job to the 

database. Access to a mail system is available through option 

*"3» As usual, you exit the system by pressing <4>. Remember to 

press <RETURN> to get back to [Main], 

If you want to continue to search the database for job 
information, press . <RETURN> and then press <2>* The following 
menu will appear on the screen (see Figure 68)* 



C o 
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tSearch] 

DATE! Tus Nov 27 Hi 39 1984 



USERt sx^implv 



4» 

MENU 
SEARCH 

CoMTASK contains information about ioba. For ^ach job in COMTASK mm hav»i 

COMTASK Job TitlM and D»acription» 
D.O»T. Titi»a, Cod»a and D»acrtption» 
«• CIF Titl»a, Cod»ft and Daacrlptiona 

COMTASK also contains jOb analyata information and can provide liata and 
and atatiatica on workara aurvayad auch aat ^ ^ 

ana a^atiaiica ^ jitlaa, Dutiaa, Taaka Parformad, and Equipment Uaad 

Workar and Employar Damographica 

Your choicaa arat 

0 - HELP (how to u«» thta manu) 

1 - TITLES (information about tltlaa in COMTASK) 

2 - ANALYSIS (jOb analyaia information) 

3 ^ MAIN (raturn to MAIN MENU| aK it tha ayatam) 

TYPE tha numbar to indicata your choica OR 
PRESS ^raturn> to go bac^ to tha pravioua paga« 
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Figure 68 
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The first option on this menu is the Help page. When <0> is 
pressed, the information shown In Figure 69 appears on the 



screen 



llrEtXl Nov 27 11.40 1984 HELP USER. ...«pl. 



SEARCH 



. Thi. m.nu will t.k. you f.rth.r into th.; COMTASK «*«t.b... to 
information. PRESS <1> to obtain inform.ti'on about job titlaa, '"^"^ /J. f, 
of COMTASk job titlaai D.O.T. titlaa, codaa, and daacriptionaf or CIP titlaa, 
codaa, and daacr iptiona. By PRESSing <2> you can raviaw job analysis 
information, such as tasks, duti as, aquipmant for a spacific jO^, and 
information about a spacific CIP, task or piaca of aquipmant. Raturn to tha 
Main manu by PRESSing <3>. « . . ^ , 

It is imparativa that whan saarching through tha Analysis manu for joD, 
task, aquipmant, or CIP spacific information that you FIRST know tha axact way 
tha spacifiad itam is listad in tha COMTASK databasa. ^ ^ 

It is strongly! racommandad that you go through a o*^^***" *° aol- 

datarmina tha cor'r.ct phrasing and spalling of .ob titla. 1 stad n COMTASK. 
To locata this information TYPE <Jobtitlas> to raviaw job titlaa in COMTASK. 
To raturn to tha Saarch manu TYPE <Sa»rch>. Tha way that you kay in a job 
titla muat match kha way it i. liatad in COMTASKaKampla '^SLtlh!.! to JSJIt. 
or apall a job ti'tla corractly will raault in failura of tha database to locat. 
information about tha job. To accaaa *ny of thaae options, you muat firat 
PRESS <return> to go back to tha manu and than aelact your option. 



Fjigure 69 

' I 

This is an important Help, page because it not only tells you 
about the types of output formiat which can be accessed 
(information about Job titles >and job analysis information), but 
it also informs/you that accesUng information depends on the 
accuracy of the information yoU key in. If you want information 
about job titles, tasks, equipment, or CIP codes, you must key in 
these items exactly as they are\listed in the database. The 
[Search?] page contains the steFi\s to be taken fo check correct 
listing of titles, tasks, equipment, or CIP codes. This 
information will be repeated again in other Help pages, but this 
l55 the first notice of the nee^ fbr accuracy. 

The following example outline^ the need for accuracy. A 
user is searching through the datai?ase for information about the 
tasks required in the job of WORD P^.ROCESSOR. From the [Search] 
the user reaches the [Analysis] menu shown in Figure 70, 



menu 



Option 2 is pressed because the' user wants information about 
specific task. ' The menu in Figure '/l appears on the screen. 
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C Anal ysi 
DATE; Tue No« 



27 Ulir 19B4 



ANALYSIS 



USt^t ample 



4 or 



JOE SPEC w)n alio*, vou to det^rfriine the dutist, ta&^*• and/or •quipm»nt 
one or mcrt specific jobt, TASf SF'EC will allo^ you to determine the jobs, 
duties, #nd 'or eQuipfr.ent <for a ftpeci^^ic task* EQUIF SPEC will all o»^ vou to 
dete'fT.)n«- the jobi, dv'Ues, ancJ 'cj' Irtl!- -fo' which f spe: : < i c p) pcc o** 
equipment it used, Cl^ SF-EC wi I : prc.idt vdu with the jctt, duties., t^eit, 
and or equiptTient 4of * *peci<ic CIF, . Additiori*! question* will help refine 
your requMt . 



Your 



Choi C9ft 

0 - 

1 - 



mret 

HElF' 

J OF SF'EC 

TAS» sfe: 

EOl'IF S^tC 

CIF SFEC 

MAIN 



(how tc use thi« menu) 

(in^orfT.^.1 1 on about 1 or more spe.Hlc jobfc) 

( I n4 C'*' fTc'l I o-i about epe-H^c t#'t>' 

( I n-* o^fT.ft I c"^ aLoul « EpecWic pit equipmer.t) 

(information about a »p»ci4ic CIF) 

(return to HAIN MENU; e:: 1 1 the ft.Btem) 



TYFE the number to indicate your choic» OR 
PRESS <r»turn^ to go back to th» previous prnqm. 



Figure 70 



DATE^^Tle^Nov 27 ni4l 19B4 MENU * ^^^^ •Kampl. 

TASK SPECIFIC 

Th»r» are 4our o»n»ral kind* o4 information you can gmt about a "P^ci^ic ta«ki 
(1) a list o4 iob% Nh.r. th. task app»ars> (2) a li«t of JutiM in •J^Jch th. 
task app»ars| (3) a list o4 •quipm.nt us»d in a specific task| <4) a list o4 
jobs and •quipmsnt for a specific task* Th» starred choicM r»fl»ct data 
reported by >#ork»rs surv»y»d for COMTASK. 



Your Choi CM ar»i 

0 - HELP <How to us* this Mnu> 

1 - JOB TASK <a list of jobs wh»r» a Qlv»n task is p»r formed) 

2 - DUTY TASK ia list of dutiM ^mrm a Qiv»n task is p»rform»d) 

3 - EQUIP TA8Kt(a list of •quipmwnt us»d in a giv»n task) 

4 - J0S8«EQUIP t(a list of job titles and •quipm»rtt for a given task 

5 - HAIN <r»turn to MAIN HENUf exit th» sy%t»m) 

TYPE the number to indicat* your choic* OR 
PRESS <return> to go back to the previous page. 



Figure 71 



The user bypasses the Help page and presses <1> because the 
desired output Is a list of jobs where a given task Is 
performed* The user Is prompted to key In the task of interest* 
The user keys In "Puts together Information from two different 
files*"' The database responds that no Information exists about 
this task* What has happened? Had the user read the Help page 
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he or she would have been advised about the importance of 
accuracy in keying information into the database. If the user 
had followed the directions in the Help menu, and reviewed the 
listing of tasks in COMTASK, he or she would have discovered that 
the task of interest Is wooded differently. The task should have 
been entered as "Merge information from two different data 
files." 

The Help page for the (Taskspec] menu is shown in Figure 
72. You can see how the important instruction about correct 
keying of information is contained in the [Taskspec?] menu. 



DATEi Tu« Nov 27 11141 1984 HELP USER» •xampl* 

TASK 8PECIPIC 

This m«nu providM information about a •p•c^■fic ta«k in four dif^r^nt 
output format*. With Bach ♦ormat salactad a spacific task must b« l<»y«d in. 
Th« ta'*l< mu»t b« k«y»d in axactly a* it i« ^ord«d in COMTASK. To d«t«rmin« th« 
correct wording o4 a task TYPE <Ta*kl>. Wh«n th« m«nu appaUr* on th« scrMn 
PRESS <2> and r«vi«w an alphabetical listing o4 task* for a job titl«. Locat* 
th« ta«>. of ^nt«rMt and not* how it it word«d. TYPE <Ta«k«p«o|> to r«turn to 
this fflanu. PRESS <1> to obtain a list of job* wh«r« a spvcific task i* 
p«rform«d. A list of duti»» wh«r« a specific task i« p«rform«d can bm acc«s*«d 
by PRESSlng <2>. PRESS <3> to obtain a list of •qulpm«nt wh«r« a specific task 
19 performed. To r«vi«w a list of job titl»* and •qiiipm«nt for a specific task 
PRESS <4>. R«turn to Main m«nu by PRESSing <a>. To accas* any of th««« 
options, you must ^irst PRESS <r«turn> to go back to th« manu and th«n salact 
your option. 



Figure 72 



Help pages are designed to clarify and expedite the user's 
access to information in COMTASK. Help pages should be referred 
to by all new users so as to avoid search problems. 
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CHAPTER VII 
DISPLAYING RESULTS 



This chapter will list your options for getting printed 
copies of your search. This can be accomplished in several 
different ways. The following describes two different methods. 

If you have a printer attached to your terminal, you can 
turn it on and get a printed copy of what appears on the screen. 
Because most printers are slower than the modem, this may slow 
your search and increase your cost. The advantage of using this 
method is that you will have a printed copy immediately. The 
disadvantage is the cost incurred by the additional connection 
for your long distance telephone call. 

Your second option is to have the results of your work 
printed by the COMTASK computer and nailed to you. The advantage 
of this method is that you will not have to pay for the extra 
long distance cost associated with printing at your terminal. It 
is also an advantage for people who do not have a printer. The 
disadvantage of this method is that it will take a few days for 
you to receive your copy. If you are not in a hurry, this may be 
the best method for you. At present this service is free. 

If you have a video terminal which supports a printer, then 
you can print your own results by using its printing functions as 
discussed above. Two common printing functions on modern video^^ 
terminals are the "print screen" function and the "print output" 
function. A "print screen" function sends to the terminal 
personal printer exactly what appears on the current video 
screen. A "print output" function sends to the personal printer 
each line of output that is sent to the terminal. This function 
can be turned on and off for the se 1 e c t i ve pr in t I ng of output. 
Consult your terminal'^ users manual for instructions on the use 
of these facilities. 

Three factors to consider before printing a file are: 

• Size of the output (i.e., how much long distance connect 
time will it take to print?) 

• COMTASK charge for printi.'g, handling, and mailing the 
output to you (At present, there is no charge for this 
opt Ion . ) 

• Time requirements (i.e., how soon do you need the hard 
copy?) 
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COMTASK Database Tree Chart 
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COMTASK Database Tree Chart 
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APPENDIX B 
Union, Intersection, and Min 
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For some CO*MTASK searches you may want to request 
Information about two or more job titles. To select the correct 
option you will need to understand three terms that are being 
used: union, intersection, and minus. 

As each term is discussed, some examples will be shown. 
Each example will use the following groups, where the lower case 
letters represent members of the group: 

Group A: a,b,c,d,e 

Croup B:a,d,e,f,g 

Group C: c,d,g,h,i,j,k 

If each group is represented by a circle with the members of 
the group written inside the circle, the Individual groups would 
look like those shown in Figure 73. By using these circles, we 
can also represent two of the groups, say A and B, as in Figure 
74 or three groups as in Figure 75. 





/a d \ 
















Vd e y 


V f ^ 9 J 










Group A 


Group B 


Group C 



Figure 73 



Union 

The union of two or more groups consists of all the parts 
that belong to any one of the groups. The symbol for union is 
"U", 80 the union of two groups — such as A and B — is 
A U B. We will give two examples. The first example is 
union of two groups; the second example is the 
groups. If there dre more than three groups, 
determined in a similar manner. 



union of 
the union 



written 
for the 
three 
would be 
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Group A 


Group B 




Figure 74 



Figure 75 



The union of two groups — A and B — is shown as the shaded 
portion of Figure 76. The raembers of this union — A u B — are 
a be d e.f.g. The union of three groups — A, B, and C — is 
shoin'a^ ihe shaded portion of Figure 77. The members of this 
union — A u B U C — are a , b , c , d , e , f , g , h , i , j , k . 





Figure 76 



Figure 77 
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In both of these .exaiJLpl.fii8 _tJie.,uJiion Includes any member of 
at least one group. Members that belong to more than one group 
are considered members of the union. 

Intersection 

The intersections of two or more gro»,ps contains all the 
luembers that belong to all of the groups. The symbol for 
intersection is "0," an upside-down unfon symbol . The 
intersection of two groups is written A D B. 

The intersection of Group A and Group B is shown as the 
shaded portion of Figure 78. The members of this intersection — 
A M B — are a,b,e. The intersection of Groups A, B, and C is 
shown as the shaded portion of Figure 79. The only member of the 
intersection of these three goups is d. If you look at the 
listing of the three groips, you will see that d is the only 
member that belongs of each of the groups and so A ^ B il C = d. 



Group A Group B 




Fiigure 78 Figure 79 



Minus 

As you might expect from its title, minus is very similar to 
subtraction. And as with numbers, you can only subtract one 
group from another. The result of A - B contains all the members 
of Group A that do not belong to Group B. Just as the order in 
which two numbers are subtracted affects the answer, so does the 
otder In which the difference on two groups is found. This is 
shown in the following example. 
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Example: Minus with Tw6 Groups 

The result of Gr6up A minus Group B is shown as the shaded 
portion of Figure 80. If these two groups have the membefs 
ll.sted earlier, then the members of A - B are b and c. 

> 

Notice that A - B is not ^the same as B - A. The shaded 
portion of Figure 81 shows that the members of B - A are g and f. 
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• Figure 80 



Figure 81 



COMTASK 



computer program 
difference A - B. Before the program is exec 



The 
.find the 

will' be asked to name Group A and Group B. Since A - 
tht same as B - A, it is important that you name these 
correct order. In the programs Group A is referred to 
first group and Group B as the secVnd group. 



has been designed to always 

uted you 
Bis not 
in the 
as the 



Example: Minus with Three Groups 



With 
complicat 
together, 
will need 
example , 
any other 
groups . 
would be 
X - Y = A 



three (or more) groups the process gets mo^re 
ed. You will first need to decide which grou 
In these examples we show how ta determine 
to decide which groups belong to X and which 
if you want all the members of ^ that do npt 
group, you let X » A and Y the. union of all 
In this case with three groups --A, B, and C 
X = A and Y » B U C. What you would then get 
-(BUG) as shown in the shaded portion of 



pB belong 
X - Y . You 

to Y . • For 
belong to 
other 

— this 

is 

Figure 82'; 
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An alternative is shown in Figure 83. Here we find all the 
members of the union of groups A and B that do not belong to 
Group C. We put grciips A and B in X so X - A u B and let Y - C. 
The result is the shaded portion of Figure 83 and what we get is 
X - Y "AiA U B) - C 



• 





B 



Figure 82 



Figure 83 



Each 
designate 



need to 
determines 



the 



time you use the minus function you will 
what consitutes the first g^oup and what 
second group. The members of both groups must be the same. So, 
ircroup X consists of Job titles, then Group Y must also cons st 
of job titles. If Group X consists of tasks, then Group Y must 
a so consist of tasks. When you name the members o each group 
the computer program will automatically form the union of those 
members, *> 
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CHAPTER VIII 
TROUBLE SHOOTING 

Information in this chapter will help you to determine the 
cause of problems you may encounter when using the database. Th 
problems described are all system ptoblems. (Problems 
encountered while searching or adding information to the databas 
are explained- in the Help pages for each menu.) 

******************************** 

Problem ; BUST SIGNAL 

The user dials COMTASK and gets a busy signal. 

Possible Cause ! 

'♦Systemisinuse 

• System is not available at the present time . 

• Wrong number has been dialed /' 
Solution ; 

• Wait and dial again. Time interval may be on a 
continuum from a few minutest to an hour or more. 

• If busy signal persists, call COMTASK customer service, 
inquire about the problem, and ask for estinacei time 
before system may be accessed ' 

• Check to make sure you have dialed the correct number. 
******************•"•************* 
Prob lem; RING BUT NO ANSWER 

Possi b le Cause ; 

• System it» not available at the present time 

• Wrong number has been dialed 
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Solution ; 

• Call COMTASK user service. Ask how long the system will 
be down. Tell where you are calling froin (area code and 
phone number) so the problem may bie corr^^cted. 

1 

• Check to make sure you'have dialed the cor^rect number 

*. *-* **;**** A ****** 

Problem ;; VOICE ANSWERED DIAL UP OR NO HIGH PITCHED SOUND 

Possible Cause ; 

• COMTASK staff number has mistakenly answered phone 

• Wrong number has been dialed 

5 

Solution ; 

• Notify COMTASK staff of intended hook-up with system 

• Check the number dialed and dial again 
********************************* 

P^roblem ; SYSTEM DOESN'T RESPOND TO PASSWORD 

I 

Possible. Cause ; 

• Shift lock on terminal is depressed 

• Logged in under wrong user name 

• Used wroi'g password 
Solut icn ; 

• Check shift lock. Password must be keyed in using the 
correct case letters. 

• Key in the password again 

• Check to make sure you are using the correct password 

• Check to see if anyone has changed the password 

• Check to make sure you are using correct users name 

s • Key it in again 

*********K************** * ******* 
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Problem ; GARBLED MESSAGE ON SCREEN 

Possible Cause : 

• User is working at a terminal different from the one to 
which the user account has been assigned 

Solution : 

• Check the type of terminal you Indicated you would be 
using when you applied for a COMTASK password. Using 
that type of terminal, try again to access COMTASK. If 
you need to have your password reassigned to a new type 
of terminal, phone or write the COMTASK Staff. 

******************************** 
Problem ; SLOW OR NO RESPONSE PROM CtMTASK 

Possible Cause ; 

• System (COMTASK) Is down or disabled 

• System (COMTASK) Is overloaded due to many users 
accessing Information at the present time 

Solution ; 

• Phcne COMTASK user service and inquire about problem 

• Try the system again at a later time 
******************************** 
Problem ; SCREEN SUDDENLY BECOMES iLANK 

Possible Cause ; 

• Liner was disconnected * 
User accidently hung up the telephone 

Static or an electrical surge on telephone li^e caused 



the system to disconnect 
Problem with user terminal 




Solution ; \ 

• Check to see If screen was mistakenly turned off 

• Check' to' see if "the telephone is properly connected to 
' the modem.' If it has been disconnected, hang up the 

telephone and redial. 

• If the problem is one of static or an electrical surge^ 
you will have to hang up and redial. You may want to/ 
call the telephone company and ask them to check the 
line . 

*************** *. * **************** 
Problem ; SCREEN FREEZES 

Possible Cause ; 

• Problem with user terminal 

Solution; 



• Turn screen off and back on without hanging up phone 

^ • Refer to'terminal manual or call the terminal service 
representative 
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HIGH TECHNOLOGY EDUCATION: A PROGRAM OF VORK 



The following publications have been developed by the Office for 
Research In High Technology Education for ^:he U.St Department of 
Education's Office of Vocational and Adult Education: 

At Hone in the Office: 

• At Home In the Office: A Guide for the Home Worker 

COMTASR: 

• Procedures for Conducting a Job Analysis: A Manual for the COMTASK 
Database 

• COMTASK User's Guide 1 



State-of-the-Art Papers: 

• The Changing Business Environment: Implications for Vocational 
Curricula 

• Computer Literacy in Vocational Education: Perspectives and 
..Directions' 

• Computer Software for Vocational Education: Development and 
Evaluation 

• Educating for the Future: The Effects of Some Recent Legislation on 
Secondary Vocational Education 

• The Electronic Cottage 

• High Technology In Rural Settings 

• (Re)Tralnlng Adults for New Office and Business Technologies 
« Robots, Jobs, and Education 

• Work In a World of High Technology: Problems and Prospects for 
Disadvantaged Workers 



